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IMPORTANT INFORMATION !

This publication is an illustrated version of CLER online help . Since the user can
access and print online help directly from the application, online help is considered
the primary source for information about CLER.

When you print online help directly from the application, the format is different from
this illustrated version; however, the text is the same. Therefore, NFC provides the
illustrated version only upon customer request.

For information about this publication, please contact the Government Employees
Services Branch (GESB). Instructions for contacting GESB and other support
sources are provided in the About This Procedure section of this publication.

Published and printed by the Government Employees Services Branch,
National Finance Center, U.S. Department of Agriculture
New Orleans, Louisiana
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Changes To CLER As Of 11/10/04

The CLER for Agencies procedure has been updated to incorporate system and procedure
changes. Changes in the procedure are identifiegebyalf he changes affecting users are
summarized below.

The Reports search criteria pages now give users the option of omitting totals from the
reports they produce.

System codes now include Reconciliation Reason Codes 590 and 591.

On the Payroll Office Enrollees View and Payroll Office Enrollees Reconcile pages, a
short definition is displayed next to the codes displayed in the Discrepancy,
Reconciliation Reason, Reconciliation Action, and Corrective Action fields.

The CLER Logon page displays links to information about the CLER application’s
accessibility and security.

Agency users can display the Carrier Enrollees, Carrier Enrollees Search Results,
Carrier Enrollees View, and Payroll Office Validate pages to query, view, and assist in
resolving carrier enrollee records marked with Discrepancy Code 160.

The Carrier Enrollment Codes Search Results and Carrier Enrolilment Codes View
pages now display the Region field.

The Formatting Enroliment Data Files For Transmission To CLER and Quarterly
Reconciliation Timeline sections have been updated to include information about how
users can get copies of the CLER Payroll Office Enroliment File Layout and Quarterly
Reconciliation Timeline documents.

Forms Field Descriptions And Instructions have been updated to incorporate changes
to the field completion requirements for CLER 2809 and 2810 data entry pages.

Discrepancy Listing (Report 1) under the Reports section has been renamed Payroll
Discrepancy Listing.

Carrier Discrepancy Listing (Report 12) has been added to the Reports section.

The Transmitting Enrollment Data Files To CLER section has been updated to include
the most current list of methods available to agencies for transmitting FEHB
enrollment data files to CLER.

The Glossary section has been updated to include computer and Internet technology
definitions.
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About This Procedure

This procedure provides instructions for accessing and operating the Office of Personnel
Management (OPM), Federal Employees Health Benefits (FEHB), Centralized Enroliment
Clearinghouse System (CLER). The following information will help you use the procedure more
effectively and locate further assistance if needed.

How The Procedure Is Organized

The major parts of this procedure are described below:

Introduction _ presents an overview of CLER, including security access information and
instructions for accessing the system. It also provides basic operational information,
including how to get online help while using the CLER application.

CLER Processing Instructions _ provides step-by-step instructions for the processes
performed in CLER.

CLER Field Descriptions And Instructions _ contains descriptions and completion
instructions for the fields displayed on the CLER pages.

CLER Reference Tables includes tables of valid values for completing the fields on the
CLER pages.

Exhibits contains illustrations of forms.
Glossary defines terms you need to know.

Heading Index provides an alphabetical list of all headings in the procedure. When a
heading is referenced, you can use this index to locate the page number.

To keep you informed about new or changed information related to this system, the National
Finance Center (NFC) issues short publications called bulletins. This procedure and all related
bulletins are listed in the NFC Publications Catalog. The NFC Publications Catalog is also
available online from the NFC home pagevv.nfc.usda.ggvUsers can choose to view and/or
print bulletins from the list provided in the Publications Catalog.

X How The Procedure Is Organized
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What Conventions Are Used

This procedure uses the following visual aids to identify certain kinds of information:

Convention

Example

identified by a note.

Important extra information is

Note: The values listed in the drop-down menus are listed in
numerical and alphabetical order.

bold sans serif font.

as figure references.

number.

Figure references link figures with the
text. These references are printed in

References to headings in the
procedure are printed in the same font

Note: When a heading is referenced
in the procedure, you can use the
Heading Index to locate the page

The CLER Logon page (Figure 1) is displayed.

For instructions on using the Payroll Office Information page,
see Viewing Payroll Office Information Records

brackets.

References to command buttons are
printed in bold and enclosed in

Click [View] next to the applicable record.

Field names are printed in the margin.

Payroll Office Optional, alphanumeric, 8 positions

Who To Contact For Help

For questions about requesting access to CLER, contact the CLER Operations and Reconciliatic
Unit at504-255-3270Q

For questions about CLER processing (including help with unusual conditions), contact the

Field specifications are printed in ID Type the payroll office identification

italics. number

Note: Field entries are identified as

required!, conditional?, optional3,

optional default4, or no entry>.

1Required You must enter data in the field. (Note: All required fields on CLER pages are marked with * to distinguish
required entries from optional entries. The required fields must be completed to avoid rejection.)

2conditional You may be required to enter data based on criteria indicated in the field instructions.

3optional You may elect to enter data in the field. If the field is left blank, no data is system generated.

40optional default. You may elect to enter data. If the field is left blank, the system generates a default entry.

SNo entry You do not enter data in the field. The field instruction states the reason for no entry.

CLER Operations and Reconciliation Units&4-255-3270Q

For questions about access authority, contact your organization’s computer system security
officer. When necessary, your computer system security officer may contact NFC’s Information

Systems Security Office pi504-426-0413 -

What Conventions Are Used Xi
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PART 1.

INTRODUCTION

This part contains the following sections:
Overview

Getting Started
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Overview

CLER receives electronic FEHB enrollment data from health insurance carriers and Federal
payroll offices on a quarterly basis. The CLER database stores, maintains, processes, edits,
and combines the data from the carriers and compares it to the data from the payroll offices.
NFC takes a proactive approach to resolve any discrepancies between the carrier data and the
payroll office data identified during the operation of CLER by working with Federal agencies
(payroll offices and personnel offices), carriers, and individual enrollees, as needed.

Authorized users of CLER can access data when security access is requested by the computer
system security officer and clearance is provided by the NFC Information Systems Security
Office (ISSO).

This section presents more information under the following topics:
System Capabilities And Interface

Reports Through CLER

Forms

Responsibilities

System Capabilities And Interface

Payroll offices electronically submit quarterly FEHB enrollment data directly to NFC.

Carriers submit their FEHB enrollment data quarterly to the OPM data hub located in

Macon, Georgia, which in turn submits the data to NFC. Upon receipt, the enrollment data is
processed into NFC’s DB2 mainframe. The mainframe database stores, maintains, processes,
edits, matches, combines, and compares the enroliment data from the payroll offices to the
data from the carriers using edit tables.

After the data is entered into the mainframe, the data is sent to the CLER Web server where
the agencies, carriers, OPM, and NFC access the data for inquiries, contact information
updates, discrepancy corrections, and report generation.

Using the Web server, an agency may query on its data. To assist the agency with the
reconciliation process, reports are developed using the report generation capabilities that are
modeled on NFC'’s reporting center. Using the data that resides in CLER, users can tailor
their reports to meet their specifications. Based on the agency analysis, a discrepancy with
the carrier data may be encountered. The agency may submit forms requesting corrective
action from the carrier electronically using the CLER Web server. The corrective action
request file is forwarded from the Web server through the NFC mainframe, where it is
processed and transmitted to the carrier through OPM’s data hub.

Carriers respond to the corrective action request directly through the Web server. The carrier
response and update is maintained on the database and is available for inquiry by the
agencies. To further assist the carrier in the response, the carrier may develop customized
reports in CLER.

Agencies and carriers have primary contacts in each of their organizations and must maintain
the contact information in CLER.

1:2 System Capabilities And Interface
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OPM oversees the operation of CLER. To perform this role, OPM has inquiry and repo
capabilities for all carriers and agency participants. The system provides statistical
information relative to the number of discrepancies, occurrence rates, corrective actions
enrollment changes, etc. This information provides OPM with data needed to effectivel
manage and oversee the FEHB reconciliation process.

uonanpo.u|

NFC maintains the system, updates all tables and edits as necessary, and maintains s
security.

Reports Through CLER

CLER supports and facilitates report creation. CLER report creation is modeled on NFC’s
Reporting Center, which is an integral part of several other NFC applications.

Selection criteria, sorts, and formats are built into the CLER reporting database. With the
flexibility of the reporting options offered, users are able to design custom reports from the
options displayed on the Reports Selection page.

Forms

Forms associated with CLER activities are described below.

Note: The 2809 and 2810 options in CLER are formatted to include data elements from the
forms listed below, as well as the data elements from the 2809 and 2810 options in Employee
Express.

SF-2809, Health Benefits Election FornfSeeExhibit 1 in Part5.). This form is used by
(1) Federal employees eligible to enroll in or currently enrolled in the FEHB program,
(2) former spouses of Federal employees eligible to enroll in or currently enrolled in the
FEHB program under the Spouse Equity law, and (3) individuals eligible for temporary
continuation of coverage under the FEHB program to:

» Enroll eligible persons in the FEHB program.
* Elect not to enroll in the FEHB program.

» Change an enrollee’s plan.

» Change coverage within a plan.

* Cancel the FEHB enrollment of an enrollee who elected to end his/her coverage
though he/she continues to be eligible for it, and no extension of coverage is granted.

SF-2809-1, Health Benefits Election FornfSeeExhibit 2 in Part 5.). This form is used by

(1) annuitants (other than Civil Service Retirement System (CSRS) and Federal Employees
Retirement System (FERS) annuitants) eligible to enroll in or currently enrolled in the FEHB
program, including individuals receiving monthly compensation from the Office of Workers’
Compensation Programs, (2) former spouses of annuitants (other than CSRS and FERS
annuitants) eligible to enroll in or currently enrolled in the FEHB program under the Spouse
Equity law, and (3) individuals eligible for temporary continuation of coverage under the
FEHB program to:

Reports Through CLER ~ 1:3
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e Enroll in the FEHB program.

* Change FEHB enrollment from Self Only to Self and Family and/or from the present
plan or option to another plan or option.

» Change FEHB enrollment from Self and Family to Self Only.
» Cancel FEHB enrollment.

SF-2810, Notice of Change in Health Benefits EnrolimerfBeeExhibit 3 in Part5.). This
form is used to:

* Terminate the enrollment of (1) an enrollee employed by the Federal Government who
leaves Government service, or (2) an enrollee employed by the Federal Government
who exceeds 365 days in non-pay status and is eligible for a 31-day extension of
coverage.

* Reinstate enrollment.
* Change the name of an enrollee.

* Change the enrollment to a survivor annuitant.

CLERP, Security Access, Payroll Office/Human Resource Office Personn@ee
Exhibit 4 in Part 5.). This form is completed by an agency’s computer system security officer
and submitted to NFC’s ISSO to request CLER access for agency personnel.

Responsibilities

Following are the general responsibilities of the primary organizations involved in the
operation of CLER.
Agency:

* Appoints a primary and an alternate computer system security officer who coordinates
all requests with NFC for CLER access authorization.

» Transmits FEHB enrollment data to NFC (payroll offices only).

» Establishes and maintains payroll and personnel office contact information in CLER.
* Reviews and researches current and/or prior quarter enrollee transmission records.

* Reviews and researches current and/or prior quarter enrollee discrepancy records.

» Enters reconciliation action codes to record corrective actions.

» Enters reconciliation reason codes for discrepancies.

* Views responses from the carrier on corrective action taken.

* Inputs, faxes, or mails 2809 and 2810 data for carrier corrective actions/corrections.

» Verifies that corrective actions/corrections have resolved discrepancies.

Carrier:

* Appoints a primary and an alternate computer system security officer, who coordinate
all requests with NFC for CLER access authorization.

* Transmits FEHB enrollment data to the OPM data hub in Macon, Georgia.

1:4 Responsibilities
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OPM:

Establishes and maintains carrier and carrier plan contact information in CLER.

uonanpo.u|

Reviews and researches current and/or prior quarter enrollee transmission recorg
Reviews and researches current and/or prior quarter enrollee discrepancy record
Enters response codes to respond to the corrective action requests from agencie

Note: The carrier takes no action unless authorized by the responsible agency.

Oversees and manages the reconciliation process.
Views all carrier and agency enrollment records.
Views all contact information.

Views all table information.

Takes action to ensure user compliance.

Operates the CLER system.

Provides operational support to resolve reconciliation problems.
Researches and resolves system inquiries.

Provides subject matter expertise.

Provides training to CLER users.

Coordinates system/user compliance issues with OPM.

Maintains security over all data residing in CLER.

Responsibilites ~ 1:5
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Getting Started

This section presents the following topics:

Using CLER
CLER Operating Features

Using CLER

CLER is a Web-based application. To use CLER, you must have access to the Internet and
knowledge of Internet navigation.

For more information, see:

System Security
Requesting Access To CLER

Formatting Enrollment Data Files For Transmission To CLER

Transmitting Enroliment Data Files To CLER

Quarterly Reconciliation Timeline

Viewing The Online Application

Browser Compatibility

Recommended Browser Usage

Browser Settings

Starting CLER
Exiting CLER

System Security

At the request of OPM or OPM’s delegated authority, NFC grants users the authority to
access the CLER application. Users request access through their computer system security
officer. Each user (agencies and carriers) is required to establish a primary and an alternate
computer system security officer, who coordinate all requests with NFC for CLER access
authorization. Users, with approval from their organizations, are allowed to have access to
appropriate resources and OPM may grant access permission to other users or groups of
users. Resource access permission is limited to the extent determined by OPM, NFC, and the
approved user organizations (i.e., participating agencies, carriers, auditors, etc.).

The User’s Computer System Security Officer will:

1.6 Using CLER

Obtain organization and/or owner authorization approval(s) and request user IDs
according to the user’s computer system security policy.

Submit the request for access to CLER to NFC'’s Information Systems Security
Office (ISSO).

Suspend user IDs upon the employee’s termination or assignment change.

Notify NFC of any changes in the authority or of the termination of an employee in
their organization.
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* Consult with NFC’s ISSO on security matters related to the use of NFC'’s facilities
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* Monitor users’ activity for access violations.

NFC’s Computer System Security Officer will:

» Grant authority to use/access the computer facilities based on OPM'’s authority a
user’s requirements.

« Establish, control, and maintain user identification.

* Log all unauthorized access attempts and furnish reports to the respective user
computer system security officer for appropriate action.

* Monitor security concerns of OPM and the user computer system security officer
related to NFC's facilities and resources.

Requesting Access To CLER

NFC will grant authority to use/access its facilities to individual users at the request of OPM
and the user’s computer system security officer. Every user is assigned a unique identification
number which defines the specific information a user has access to based on job
responsibilities, need to know, and the user’s computer system security policy.
Communications related to gaining access to CLER must go through the user’s computer
system security officer to NFC. To gain access to CLER, the user’s computer system security
officer must complete the Form CLERP, CLER Security Access, Payroll Office/Human
Resource Office Personn@xqibit 4 in Part 5), and send it to NFC’s ISSO via fax at
p504-253-5798-r e-mail ainfc.securityofc@usda.gov.

For an electronic and/or paper copy of Form CLERP, CLER Security Access, Payroll
Office/Human Resource Office Personnel, ask your organization’s computer system security
officer to contact the CLER Operations and Reconciliation UrtiD4t255-327Q For

questions about access authority, contact your computer system security officer. When
necessary, your computer system security officer may contact NFC’s ISSO at
p504-426-0413-gr via e-mail anfc.securityofc@usda.gov

Formatting Enrollment Data Files For Transmission To CLER

For information about formatting enroliment data files for transmission to CLER, payroll
offices should refer to the CLER Payroll Office Enroliment File Layout docurpéidr a
copy of this document, contact the CLER Operations and Reconciliation Unit at
504-255-3270 <=

Transmitting Enrollment Data Files To CLER

pAgencies may use one of the following options to transmit FEHB enrollment data files to
CLER. For questions about transmitting FEHB enrollment data files to CLER, contact
NFC’s Network Services Branch 894-426-2600

Note: Internet use requires an IPSEC, 3DES, VPN tunnel.

Network to Network VPN

Checkpoint Firewall VPN. This option may be used by agencies desiring to utilize
Checkpoint’s VPN technology. NFC provides a Checkpoint externally-managed Peer

usingcLer 17
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Gateway at NFC'’s site and NFC’s Recovery Operations Center. The agency’s firewall version
must support compatible ISAKMP, IPSEC, 3DES, VPN tunnels. The agency must coordinate
firewall version upgrades with NFC to ensure VPN compatibility.

Cisco PIX Firewall site to site VPN.This option may be used by agencies desiring to utilize
their Cisco PIX VPN technology. NFC provides the Peer Gateway at NFC's site and NFC’s
Recovery Operations Center. The agency'’s firewall version must support compatible
ISAKMP, IPSEC, 3DES, VPN site to site tunnels. The agency must coordinate firewall
version upgrades with NFC to ensure VPN compatibility.

Cisco’s VPN Security Router’s site to site VPNThis option may be used by agencies
desiring to utilize Cisco’s Router VPN technology. NFC provides the Peer Gateway at NFC'’s
site and NFC’s Recovery Operations Center. The agency’s Cisco hardware/software must
support compatible ISAKMP, IPSEC, 3DES, VPN site to site tunnels. The agency must
coordinate version upgrades with NFC to ensure VPN compatibility. NFC does not support
Cisco’s Client VPN option.

Private Network Connectivity

Agency’s Intranet extended to NFC.For agencies desiring to extend their private Intranet

to NFC, NFC provides either an Ethernet or Serial interface on NFC’s Premise router for
connection of the agency’s Intranet. The agency will be responsible for providing any
additional circuits and any necessary Customer Premise Equipment. The additional circuits
and any Customer Premise Equipment provided at NFC must also be provided by the agency
at NFC’s Recovery Operations Center.

Available Option (Client to Network)

SecuRemote Client to Checkpoint FirewallAgencies may also request SecuRemote Client
software and access to NFC via TCP/IP through the proper management channels and their
NFC Security Officer. The request must include the user’s ID for access to NFC, e-mail
address, and telephone number. The agency will be given directions to download and install
the software. This provides only agency application TCP/IP connectivity and the user must
have other network connectivity to receive NFC print output. The SecuRemote Client option
does not provide support for print servers.

Direct Web Input Into CLER

Direct Web. An agency user logs into CLER and accesses the online entry option which
allows FEHB enrollment data to be entered directly into CLER.

General Information

The following applies to all options.
* The agency must provide the TN3270 client software.
* The agency must provide the FTP client software

» If the Network to Network option is used, the agency must provide the LPD (print
server) hardware/software.

» If the Client to Network option is used, the agency must also have other print
capability with NFC.

1:8 Using CLER
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* The SecuRemote Client option is the only option which allows private (RFC 1918
addresses to access NFC’s network.

uonanpoaU|

» Agencies assume responsibility for data once it enters their networks.

* Agencies must ensure only authorized users access NFC via their network
connectionswg

p/imeline For CLER Quarterly Reconciliation —ea

The CLER reconciliation process includes four reconciliation quarters per year. The first
guarter begins on March 1, the second quarter begins on June 1, the third quarter begins on
September 1, and the fourth quarter begins on Decemp&/deks before a quarter begins,

the CLER Operations and Reconciliation Unit sends a copy of the quarterly reconciliation
timeline for that quarter to agencies and carriers via e-mail. Please refer questions about the
quarterly reconciliation timeline to the CLER Operations and Reconciliation Unit at
504-255-3270 <A sample of the quarterly reconciliation timeline for the second quarter is
described in the table listed below.

Note: In the sample timeline listed below, payroll office enrollment data is transmitted

directly to CLER and consists of data as of the pay period paid by payroll offices between
June 1 and June 15. Carrier enroliment data consists of data as of June 1 and is transmitted to
CLER via the OPM data hub between June 1 and June 20.

Quarterly Reconciliation Timeline

Date
(mo/day) Description

6/1 Carriers and payroll offices may begin transmitting enrollment data to CLER via
electronic input files. Reminders are e-mailed to carriers and payroll offices
regarding the current quarterly due date for the submission of enrollment data to
be reconciled.

6/15 This is the current quarterly due date for carriers and payroll offices to transmit
their quarterly enrollment data to CLER.

6/17 Reminders are e-mailed to the carriers and payroll offices that have not
submitted their quarterly enroliment data.

6/20 This is the last day that enrollment data transmitted from carriers and payroll

offices is accepted for inclusion into the reconciliation process. Any
transmissions of enroliment data that are received after this date will not be
included in the reconciliation process for this quarterly cycle. An e-mail
informing the submitter that the transmission is accepted or rejected is
generated within 1 workday after receipt.

6/21 The OPM data hub in Macon, Georgia, provides CLER with the last files
transmitted by carriers.

6/24 - 6/26 The information required to produce discrepancy reports is processed and
made available to agencies and carriers through CLER. The discrepancy report
information will remain available until further notice. The agencies have
approximately 30 days to research discrepancies and respond with resolutions.

6/26 Lists of carriers and payroll offices that have not submitted their quarterly
enrollment data are made available to OPM through CLER.

7123 Reminders are e-mailed to the agencies that did not provide responses to the
discrepancy reports.

usingcLer  1:9
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Quarterly Reconciliation Timeline

Date
(mo/day) Description

7129 Responses from agencies are due.

= [f the research shows that the payroll or personnel office’s records are
incorrect, the payroll or personnel office will correct the error(s) in their
payroll/personnel system and enter the reconciliation reason code in CLER.

= [f the research shows that the carrier’s records are incorrect, the agency will
enter the results of their research in CLER for carrier correction. The agency
will submit supporting data through CLER or hard copy to the carrier.

7129 - 8/1 On July 29 after 4 p.m., CLER will initiate the process of transferring the
corrective action request file to the OPM data hub located in Macon, Georgia,
for the retrieval of the file by carriers. CLER will notify carriers via e-mail when
the data is available after OPM’s data hub has completed its processing.

8/1 - 8/31 Carriers enter corrective action codes in CLER to indicate what actions were
taken to resolve the discrepancies.

8/23 Reminders are e-mailed to the carriers that have not confirmed the corrective
actions taken as of this date.

8/26 Reminders are e-mailed to all payroll offices and carriers that the next quarter
files will be due between September 1 and September 19.

Viewing The Online Application

The CLER application was designed to use a screen resolution of 800 X 600 dpi. The
resolution you see is controlled by your personal computer’s monitor and video card settings.
Any resolution can be used; however, lower resolutions may force you to scroll the screen to
view all data on the screen.

The appearance of the page is also controlled by your browser’s font setting. If the words on
the screen appear too large or too small, you can adjust them yourself by using the browser
font adjustments.

Browser Compatibility

This application is currently compatible with the following browsers: (1) Microsoft Internet
Explorer (IE) Version 5.5 (Service Pack 2) and above, and (2) Netscape Version 6.2 and
above. Some successful testing has been done with the Opera Version 6; however, CLER
may not be completely compatible with this browser. CLER is currently not compatible with
WebTV systems.

Recommended Browser Usage

This application performs best when using IE because the type of tabular data displayed on
most CLER screens usually appears twice as fast in an IE browser than in Netscape.
Netscape can be used; however, |IE should provide better performance.

1:10 Using CLER
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Browser Settings

uonanpo.u|

The CLER application requires that your browser settings allow the use of JavaScript a
cookies. These tools are used to perform local entry edits on the input screens and to
that NFC sends the correct data to the correct user each time you click an option in the
application. Some browsers may show the JavaScript option as Jscript or Active Script

For best results, the browser cache settings should never be set to zero. This option may De
listed asamount of disk space in some browsers.

Some browsers may also perform poorly if heeument in cache should be compared to
the document on the Server or theCheck for newer versions of stored pages ~ option is set
to NEVER. Any other setting will provide better performance.

Starting CLER

=

To start CLER:

1. Access the Internet and log on to the CLER Web sitetjas$://www.nfc.usda.gov/cler
The CLER Logon pagerigure 1:1) is displayed.

Note: pel0 display information about the CLER application’s accessibility and
security, click Accessibility or Security, as applicala.

w88~ Federal Employees Health Benefits
Centralized Enroliment
Clearinghouse

Il kit NOTICE *#++ NOTICE *+%  UPDATED OM March 23, 2004  #*++ NOTICE *+* NOTICE *++
User ID Processing of 15t Quarter, 2004 enrcllee files is complete. All Payroll Office Corrective Action Requests
submitted on the WEB through CLER must be entered by 2:00 a.m. CST on May 2, 2004, The CLER 2809,/2810
I— reconciliation data will be transmitted to the OPM HUBE on that day. For more information concerning 1st
quarter processing, please contact the NFC CLER Operations and Reconciliation Unit at 504-2535-3270.
Passvrord After 05/03/04, Payroll Offices may continue their research and FAX or MAIL their corrections to the
carriers. After that time, Corrective Action Requests recorded in CLER. will not be sent to the carriers for 1st
™ ch p d Quarter, 2004; h , the luti (R and Action Codes) of all discrepancies should be recorded in
FULIE [ CLER for statistical purposes. Cawiers should also vecord their resp o these resoluti in CLER.
@ Yersion 1.0 of the CLER for Agencies, CLER. for Carriers, and CLER. for OPM procedure manuals HAYE BEEN
— REPLACED with ¥Yersion 2.0 of these procedures. They are available on the NFC Web sites Pubs 2: Forms page.

At the Pubs & Forms page left-hand menu, click the List by Tide/Chapter option and locate the manual that
applies to your organization under Title 10.

Please zend
quastions or

comments to The Mational Finance Center (MET), designed, developed, implemented, and operates thiz Federal Emplovees Health

nfc.clenfusda.qov Benefits (FEHR] Centralized Enrallment Clearinghouse System, called CLER, for the Office of Personnel Management
PR,

OPM i; This system receives electronic FEHE enrollment data from health insurance carriers and Federal Government payrall
offices on 2 quarterly basiz far approgirnately four rillion health benefits enralleas,

Accezsibility The system provides an efficient and cost effective way for both health insurance carriers and Federal Government
payroll offices to conduct their quarterly reconciliation of FEHE enrollment data records as required by ©PM. The CLER

Security database stores, maintains, processes, edits, combines, and compares the FEHE enrallment data received from the
Payroll Offices and participating Carriers, MFC takes a proactive approach to resolve any discrepancies between the
payroll data and the carrier enrollment data identified during the operation of CLER by warking with payrall and personnel
offices, health insurance carriers, and individual enrollees, as neaded,

CLER was designed and developed with the potential for future improvements and expansion beyond basic
recanciliatian in the event OPM shauld desire such enhancemeants,

Figure 1:1. CLER Logon Page
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2. Complete the fields as indicated under @h€R Logon Field Instructions _in Part 3
and click[Submit] . The CLER Main MenuFRgure 1:2) is displayed.
ji GLE ;[ Payroll Office | carrier Forms | Tansmission | Repots | @B 100

CLER Main Menu

Welcorne to the OPM Federal Emnployees Health Benefits Centralized Enrallrient Clearinghouse ar CLER. Frormn this sereen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the
top of the screen to access the different areas of CLER, Sections that you are not authorized to access will have the tabs "grayed

out" and they will mot function, if selactad.

To lzarn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above,

1. Payroll Office
* Info
* Contacks
= Fayroll Office Contacts
® Porsonnel Office Contacks
* Errors

* Transmissions

* Enrolleas

F Forms

Report:
0

4, Transmission

File Transfer
Cnline Entry

DEeports

Ciscrepancy Listing

2. Carrier Ciscrepancy Summary
T % Info Payroll Office Reconciliation
* Enrollrment Codes Carrier Reconciliation
+ IDs Payrall Office Enrallrment Transrission
* Contacks Carrier Enrollonent Transmission

" Carvier Contacks

® Carrier Plan Contacks
* Errors
* Transrnissions
* Enrollees

Please send questions or
carnrnents to ofc der@usda. gou

OPM :& O

Figure 1:2. CLER Main Menu

Enrollmment Change Summary
Carrier GainfLoss Surnrmary
Eeconciliation Reason Sumrmary
Reconciliation Adtion Surmmary
Reconciliation Surmmary

Below is a brief description of each option displayed on the CLER Main Menu.

» Payroll Office. Used to view and maintain payroll office FEHB enrollment

information.

e Carrier. Used to view carrier FEHB enroliment information.

e Forms. Used to view and transmit Forms 2809 and 2810 information.

» Transmission. Used to view and maintain CLER payroll office transmission

information.

* Reports. Used to produce reports.

» “Gears” (icon). Used to view information about CLER processing schedules and

system codes.

Exiting CLER

To exit CLER, clicklLog Offf on any CLER page. The CLER Logoff pag&re 1:3) is

displayed and the current session on the CLER Web site is terminated. For the highest
security when logging off, close the browser to keep another user from accessing pages in the
browser memory.
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The National Finance Center's
OPM/FEHB Clearinghouse

You have successfiully logoed off of the CPMFEHE
Clearinghcuse. To sign on again, click here.

Figure 1:3. CLER Logoff Page

CLER Operating Features

CLER is designed in a Web format, providing mouse-driven point-and-click functionality,
command buttons, and other Web features. This section reviews these basic features and
describes other features that are specific to CLER.

This section presents the following topics:
CLER Function Keys

CLER Data Entry
CLER Menu Bar

CLER Command Buttons

CLER Pop-up Messages

CLER Search Criteria Data Entry Fields

CLER Drop-Down Menu Data Entry Fields

CLER Radio Buttons

CLER Online Help

CLER Function Keys

CLER is designed for a mouse-driven environment; however, certain keys may be used to
perform certain functions. Your keyboard includes the following function keys that can be
used in CLER:

Function Keys

Key Description

Used to move to the next field.

Tab

Used to move through a drop-down menu.

Used to move through a drop-down menu.
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Function Keys

Key Description
Used to move through a drop-down menu.
4’
Used to move through a drop-down menu.
47

CLER Data Entry

After data is entered in a data entry field, the field remains active until an action is taken to
advance the cursor to the next field. This may be accomplished by using the mouse to point
and click the next field or by using tiab] key.

CLER Menu Bar

The menu bar is displayed below the title bar on all CLER pages except pop-ups. Each
option on the menu bar displays other options for viewing and/or maintaining records.
Options may vary depending on the page.

CLER Command Buttons

CLER command buttons carry out the action described in the button’s name. The following
command buttons are used throughout CLER:

Command Buttons
Button Description

Used to open a page to add records.

Add
View Used to open a page to view data on existing records.
Undat Used to open a page to update data on existing
B records.
Used to delete an existing record.
Delete
Used to release a record for processing.
Release
Add Record Used to add data entered on a page.
Update Used to update an existing record.
Record
Used to refresh a page.
Clear Data
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3
g
Command Buttons S
Button Description §'
Submit Used to submit criteria to search for records. If the
Lom! fields for all search criteria are optional, the user may
leave those fields empty and cligdubmit] to display
all records.
Used to refresh search criteria pages.
Reset
Used to save data entered on Forms 2809 and 2810
Save Form
pages.
Undate F Used to update data on existing Forms 2809 and 2810
pdatemorm | records.
Cancel Used to (1) return to the previous page and (2) refresh
ance payroll and personnel office contact data entry pages.
R | Used by agencies to open a page to reconcile FEHB
econc® | enrollee records.
Reconcile Used by agencies to save information entered on the
Record Payroll Office Enrollees Reconcile page.

CLER Pop-up Messages

Throughout CLER, pop-up messages appear when certain actions are performed. These
pop-ups notify the user of an action that must be taken and/or an error condition that must be
corrected. Command buttons are used on these pop-ups to accept or cancel the message. You
must click a command button in order for the pop-up to disappear and to be returned to the
active page. The figure below is an example of a pop-up messgge {:4).

Microsoft Internat Explorar x|

@ Are you zure you want to delete thiz recard? [00000000)

Ok I Cancel |

Figure 1:4. Pop-up Message

CLER Search Criteria Data Entry Fields

There are certain CLER pages that are used to search for and display data records. The search
criteria data entry fields displayed on these pages are completed to display records that
contain data related to the search criteria entries. Also, the search criteria data entry fields on
these pages may be partially completed to display a wider range of data records. For

example, if you are searching for all data records that contain a payroll office ID number that
begins with the number 2, ty2in the Payroll Office ID field to display data records that

contain a payroll office ID number that begins with the number 2.

Note: To display all data records for a search criteria page that has no required fields, click
[Submit] at the bottom of the page without completing any of the fields.

CLER Operating Features 1:15



Title 10, Chapter 1
CLER for Agencies

CLER Drop-Down Menu Data Entry Fields

Many CLER pages have drop-down menu data entry fi€lgsr¢ 1:5 ) that allow you to
select the correct entry value from a list (drop-down menu) of valid values for that field.

Payroll
Office ID*

[A—_

Figure 1:5. Drop-down Menu Data Entry Field

To complete a drop-down menu data entry field:

1. Click the arrow displayed next to the drop-down menu data entry field and the
drop-down menu of valid values for that field is displayed.

2. Click the arrows that are displayed at the top and bottom of the drop-down menu to
scroll through the menu and locate the appropriate value.

3. Click the appropriate value and that value is entered into the field.

Note: The values displayed in the drop-down menus are listed in numerical and alphabetical
order. You may type the first character of a value in the field displayed next to the arrow in
order to display the first value that begins with that character. For example, if you are
searching for a payroll office ID number that begins with the number 22typ¢he field
displayed next to the arrow and the first payroll office ID number from the drop-down menu
that begins with the number 2 is displayed. If you click the arrow after typing 2 in the field,
the payroll office ID numbers that begin with the number 2 will be displayed in numerical
order.

CLER Radio Buttons

Round buttons, called radio buttomg(re 1:6 ), are used throughout CLER. Radio buttons

are used to (1) select the data that will be placed in a field, (2) select options such as a data
category, and (3) specify selection criteria such as display and sort criteria for a particular
search. To select a radio button, point and click the applicable radio button.

Display: all ) active U Inactive O

Order By: ID 0 Type i

Figure 1:6. Radio Buttons
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CLER Online Help
CLER Online Help provides three methods for locating information:

* Table of Contents . To access the Online Help Table of ConteRitufe 1:7 ), click the
guestion mark (?) icon on the CLER Main Menriggre 1:2 ). Help topics are
displayed as an expandable menu in book order. As you click the Expand [+] ico
more topics are displayed. (Segure 1:8.) To view the text associated with a topic,

just click the topic.

magcoan
M LB ke e OiMfca af Perscnial Managamaind, Fadaral Emplayess

Health Benefits, Centralized Enrciment Clearinghouse
Systam (CLER)

=1
=
=
o
a
c
o
=3
o
S

Pt L bpapcharions

Pk CLEH Fiolsil Dwls mriinns

Pt f, OLER Bwfavmscn Tabkilas

Figure 1:7. Online Help Table Of Contents

maoodan

_liu LEM Tabin o sk E MEce of Persannel Managesmend, Federal Employess
":E'I"',_'."____ S Hsalth Bensfits, Centralized Enroliment Cleannghouse
3 vt Copabtiry A i e Systern [CLER)
B ="
IIUE-l'-:_'-' d Fail, andsciies
'i_ e
L ; 2
; o Pari ), CLER Figh Inxinsciiens
= Part 4. CLER Alerrecs Talilen

Egi
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&

TSI s = I =

T L oL
e L LI |
bl Py
awn

Figure 1:8. Expanded Online Help Table Of Contents

*  Word Search . To conduct a word search, click the Search icon in the Help menu bar.
Enter a word or words in the space provided to display associated topics. Click any
topic to view the associated text.

*  Help Button on System Pages . For field instructions/descriptions on a specific page,
click the question mark icon [?] on that page.
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PART 2.

CLER Processing
Instructions

This part contains the following sections:

Maintaining Payroll Office Records

Viewing Carrier Records
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Maintaining Forms Records

Maintaining Transmission Records

Viewing Reports
Viewing Maintenance Records
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Maintaining Payroll Office Records

The Payroll Office option allows users to view and/or maintain payroll office records.

This section presents more information under the following topics:

Viewing Payroll Office Information Records

Maintaining Payroll And Personnel Office Contact Records

Viewing Payroll Office Error Records

Viewing Payroll Office Transmission Records

Maintaining Payroll Office Enrollee Records

Viewing Payroll Office Information Records

The Info option on the Payroll Office Main Pagég(re 2:1 ) allows users to view
information about each payroll office.

Note: For inquiries regarding payroll office information, agencies should contact NFC's
CLER Operations and Reconciliation Unit5&4-255-3270

jLGLE_R l Office| Carrier | Forms T‘I'lansmisslonT Repots | {88 L0

Info Contacts Errors Transmissions

Payroll Office Main Page

In thiz section, the following options may be selected above:

Info - Wiew and maintain information about each Payroll Office including name, address and systern processing values, With
the proper access authority you may add new records, delete records and update existing informmation,
Contacts -

Payroll Office Contacts - Yiew and maintain information about subject matter and technical contacts for each
Payroll Office including narme, address, phone numbers and ermail address. With proper access authority you may
add new records, delete records and update existing infarmation,

Personnel Dffice Contacts - View and maintain information about subjeck matter and technical contacks for 2ach
Parsonnel Office including narme, address, phone nurmbers and email address. With proper access authority you
rmay add new records, delete records and update existing information.

Ervors - View arror counts by type for 2ach Payroll Office by proceszing vear and quarter,
Transmissions - Wiew information about each transrnission file submitted by a Payroll Office by procezsing year and guarter
including file header information, date and time processed and number or records sent, received and processed,

Enrollees - View and reconcile Payroll Office enrollee records by processing year and guarter, name, and key fields, With the
proper access authority you may enter reconciliation reason and action codes.

Figure 2:1. Payroll Office Main Page

To view a payroll office information record:

1. Click [Payroll Office] at the top of the CLER Main Men@igure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Info] at the top of the Payroll Office Main Page. The Payroll Office Information
page FEigure 2:2) is displayed.
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Eﬁ GLEW Carier | Foms | Transmission | Reports | tog
) Info  Contacts  Errors  Transmissions  Enrollees

Payroll Office Information

Ermter selection criteriz in the following fields and click the SURBMIT button to search for records bazed on your entries.

Payroll
Office ID

Name City State

| I (T

Order By: ID & Name O City '

SUBMIT | RESETl

Figure 2:2. Payroll Office Information Page

3. Complete the fields on the Payroll Office Information page as indicated Baget
Office Information Page Field Instructions __in Part 3 and click[Submit] . The Payroll
Office Information Search Results pag&re 2:3) is displayed. For field
descriptions, seayroll Office Information Search Results Page Field Descriptions
In Part 3.

LCLER o o | — T = &5
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i Name Address City State Zip Dptions

Figure 2:3. Payroll Office Information Search Results Page

4. Click [view] next to the applicable record. The Payroll Office Information View page
(Figure 2:4) is displayed. For descriptions of the fields, Begoll Office Information
View Page Field Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the Payroll
Office Information Search Results page and ditgéw] next to the applicable record.
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HECLER N o | o [ wein] e G

Info  Contacts  Errors  Transmissions  Enrollees

Payroll Office Information Yiew

Usa the browser Back arraw to zeled another recard o view,

Payroll
Office ID

Name

Address

City State Zip Countrey

I I = I =

Start Date End Date

o= =1 = L = = =

Error Threshold I Threshold Type (percent ar number) I vI

Transmission File Mame |

Date Time

ID
Last Changed: I I I I I

Figure 2:4. Payroll Office Information View Page

Maintaining Payroll And Personnel Office Contact Records

The Contacts option on the Payroll Office Main Pagigu(e 2:1 ) allows users to view and
maintain information about subject matter and technical contacts for each payroll office and
personnel office. This will aid users in communicating with each other to ensure the
resolution of technical concerns related to the transmissions of the enrollment data as well as
ensure the resolution of reconciliation matters. With the proper access authority, new records
may be added and current records may be updated.

For more information, see:
Adding A Payroll Office Contact Record
Adding A Personnel Office Contact Record

Viewing A Payroll Office Contact Record

Viewing A Personnel Office Contact Record

Activating Or Inactivating A Payroll Office Contact Record

Activating Or Inactivating A Personnel Office Contact Record

Updating A Payroll Office Contact Record

Updating A Personnel Office Contact Record

Adding A Payroll Office Contact Record

The Add function allows users to add payroll office contact records.
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To add a payroll office contact record:

1. Click [Payroll Office] at the top of the CLER Main Mengidgure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Contacts] at the top of the Payroll Office Main Page. The Contacts Main Page
(Figure 2:5) is displayed with the Payroll Office Contacts and Personnel Office
Contacts options.

HCLER [N e | me | o] et g0

Contacts Main Page

Select from the following tables to view or update,

Payroll Office Contacts - View and rmaintain inforrmation about subject riatter and technical contacks far each Payroll Office
including name, address, phone number and email address,

Personnel Office Contacts - View and rnaintain inforrmation about subjeck rratter and technical contacts for 2ach Persoannel
Office including name, addrezs, phone number and email address,
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Figure 2:5. Contacts Main Page

3. Click [Payroll Office Contacts] on the Contacts Main Page to display the Payroll
Office Contacts pageigure 2:6 ).

H CLER [ o | o o] oo | w0

Payroll Dffice Contacts

kil

Click the m button to add a new Payroll Office Contacts record, Enter zelection criteria in the following fields and click the
SUBMIT button to search for records bazed on yvour entries,

Payroll
oOffice ID Type

I I =l

Display: &l @ acive I Inactive

Order By: ID (ol Tupe e

SUBMIT | RESETl

Figure 2:6. Payroll Office Contacts Page

4. Click [Add] on the Payroll Office Contacts page to display the Payroll Office Contacts
Add page Figure 2:7 ).
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Info  Contacts  Errors  Transmissions  Enrollees

Payroll Office Contacts Add

Erter data for the Payroll Office Contacts record and click the Add Record button to save your entries. Fields rarked with * are
requirad.

Payroll
oOffice ID* Typet

City State Zip Counby

I I I =

Phone Number Fax Number

Email Address

Remarks

Add Record Clear Data Cancel

Figure 2:7. Payroll Office Contacts Add Page

5. Complete the fields on the Payroll Office Contacts Add page as indicated under
Payroll Office Contacts Add Page Field Instructions in Part 3.

6. Click [Add Record] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

7. Click [OK] to close the pop-up.

Note: To add another record, cli¢Rancel] to refresh the Payroll Office Contacts Add
page and complete the fields for the new record.

Adding A Personnel Office Contact Record

The Add function allows users to add personnel office contact records.

To add a personnel office contact record:

1. Click [Payroll Office] at the top of the CLER Main Mengidgure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Contacts] at the top of the Payroll Office Main Page. The Contacts Main Page

(Figure 2:5) is displayed with the Payroll Office Contacts and Personnel Office
Contacts options.
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3. Click [Personnel Office Contacts] on the Contacts Main Page to display the Personnel
Office Contacts pageigure 2:8 ).

==aEn = RN WS =

Personnel Office Contacts

Click the m butkton to add a new Personnel Office Contacts record. Enter selection criteria in the following fields and click
the SURBMIT button to search for records bazed on your entries.

Payroll Personnel
Office ID Office ID Type

[ I I =l

pisplay: &l %) acive T Inacive T

Order By: 100 po1 (T Type T

SUBMIT | RESETl

suonanisul Buissasoid ¥31D

Figure 2:8. Personnel Office Contacts Page

4. Click [Add] on the Personnel Office Contacts page to display the Personnel Office
Contacts Add pageFigure 2:9).

HCLER o = | =~ Tol = w3

Personnel Office Contacts Add

Enter data for the Personnel Office Contacts record and click the Add Record button to save your entries. Fields marked with * are
requirad.

Payroll Personnel
oOffice ID* Office ID* Typet

[— | | =l

Role

Name

Address

City State Zip Country

I [ = I =l

Phone Number Fax Number

Email Address

Remarks

Add Record Clear Data Cancel

Figure 2:9. Personnel Office Contacts Add Page

5. Complete the fields on the Personnel Office Contacts Add page as indicated under
Personnel Office Contacts Add Page Field Instructions in Part 3.
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6. Click [Add Record] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

7. Click [OK] to close the pop-up.

Note: To add another record, cli¢kancel] to refresh the Personnel Office Contacts
Add page and complete the fields for the new record.

Viewing A Payroll Office Contact Record

The View function allows users to view payroll office contact records.

To view a payroll office contact record:

1. Click [Payroll Office] at the top of the CLER Main Men@igure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Contacts] at the top of the Payroll Office Main Page. The Contacts Main Page
(Figure 2:5) is displayed with the Payroll Office Contacts and Personnel Office
Contacts options.

3. Click [Payroll Office Contacts] on the Contacts Main Page to display the Payroll
Office Contacts pageigure 2:6 ).

4. Complete the fields on the Payroll Office Contacts page as indicatedRayder
Office Contacts Page Field Instructions __in Part 3 and click[Submit] . The Payroll
Office Contacts Search Results pagigure 2:10) is displayed. For field descriptions,
seePayroll Office Contacts Search Results Page Field Descriptions in Part 3.

ji ( :I EW Carrier T Forms T‘I‘lansmﬁssionT Reports o5
Info Contacts Errons Transmissions

Payroll Office Contacts

i Type Status Name Phone Email Options
[“iew [ Activate J§ Update
m |nacihvatel
m (EL m

Figure 2:10. Payroll Office Contacts Search Results Page

5. Click [view] next to the applicable record. The Payroll Office Contacts View page
(Figure 2:11) is displayed. For descriptions of the fields, Begoll Office Contacts
View Page Field Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the Payroll
Office Contacts Search Results page and ¢liegkv] next to the applicable record.
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Payroll Office Contacts View

Use the browser Back arrow to zelect another record to view,

Payroll
Office ID Type
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Phone Number Fax Number

Email Address

Remarks

Date Time

I — I

ID
Last Changed: I

Figure 2:11. Payroll Office Contacts View Page

Viewing A Personnel Office Contact Record

The View function allows users to view personnel office contact records.

To view a personnel office contact record:

1. Click [Payroll Office] at the top of the CLER Main Mengidgure 1:2 ). The Payroll

Office Main PageFigure 2:1) is displayed.

2. Click [Contacts] at the top of the Payroll Office Main Page. The Contacts Main Page
(Figure 2:5) is displayed with the Payroll Office Contacts and Personnel Office

Contacts options.

3. Click [Personnel Office Contacts]
Office Contacts pageigure 2:8 ).

on the Contacts Main Page to display the Personnel

4. Complete the fields on the Personnel Office Contacts page as indicated under

Personnel Office Contacts Page Field Instructions

in Part 3 and click[Submit] . The

Personnel Office Contacts Search Results peiger¢ 2:12 ) is displayed. For field

descriptions, sekersonnel Office Contacts Search Results Page Field Descriptions

in Part 3.

Maintaining Payroll And Personnel Office Contact Records
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S CLER e o e s

Personnel Office Contacts

iD POI Type Status Mame Phone Email

Figure 2:12. Personnel Office Contacts Search Results Page

5. Click [View] next to the applicable record. The Personnel Office Contacts View page
(Figure 2:13) is displayed. For field descriptions, $&@sonnel Office Contacts View
Page Field Descriptions _ in Part 3.

Note: To view another record, click your browser’s Back button to return to the
Personnel Office Contacts Search Results page and\akoel next to the applicable
record.

ECLER o o T Tl o

Personnel Office Contacts ¥Wiew

Usa the browser Back arrow to select another record to view,

Payroll Personnel
Office ID Office I Type

| =l =l

Role

Name

Address

City State Zip Country

I [ I JE3

Phone Number Fax Number

Email Address

Remarks

Date Time

D
Last changed: I I I | |

Figure 2:13. Personnel Office Contacts View Page
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Activating Or Inactivating A Payroll Office Contact Record

The Activate/Inactivate function allows users to activate or inactivate payroll office contact
records.

To activate or inactivate a payroll office contact record:

1.

Click [Payroll Office] at the top of the CLER Main Mengidure 1:2 ). The Payroll
Office Main PageFKigure 2:1) is displayed.

Click [Contacts] at the top of the Payroll Office Main Page. The Contacts Main Pa
(Figure 2:5) is displayed with the Payroll Office Contacts and Personnel Office
Contacts options.

Click [Payroll Office Contacts] on the Contacts Main Page to display the Payroll
Office Contacts pageigure 2:6 ).

Complete the fields on the Payroll Office Contacts page as indicatedRayder
Office Contacts Page Field Instructions __in Part 3 and click[Submit] . The Payroll
Office Contacts Search Results pagigure 2:10) is displayed. For field descriptions,
seePayroll Office Contacts Search Results Page Field Descriptions in Part 3.
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Note: The Inactivate button is displayed next to records that have been activated, and
the Activate button is displayed next to records that have been inactivated.

Click [Activate] to activate an inactivated record. A pop-up message is displayed to
confirm the record has been activated.

Click [OK] to close the pop-up.

Click [Inactivate] to inactivate an activated record. A pop-up message is displayed to
confirm the record has been inactivated.

Click [OK] to close the pop-up.

Activating Or Inactivating A Personnel Office Contact Record

The Activate/Inactivate function allows users to activate and inactivate personnel office
contact records.

To activate or inactivate a personnel office contact record:

1.

Click [Payroll Office] at the top of the CLER Main Mengigure 1:2 ). The Payroll
Office Main PageFKigure 2:1) is displayed.

Click [Contacts] at the top of the Payroll Office Main Page. The Contacts Main Page
(Figure 2:5) is displayed with the Payroll Office Contacts and Personnel Office
Contacts options.

Click [Personnel Office Contacts] on the Contacts Main Page to display the Personnel
Office Contacts pageigure 2:8 ).

Complete the fields on the Personnel Office Contacts page as indicated under
Personnel Office Contacts Page Field Instructions in Part 3 and click[Submit] . The

Maintaining Payroll And Personnel Office Contact Records 2:11
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Personnel Office Contacts Search Results peiger¢ 2:12 ) is displayed. For field
descriptions, seBersonnel Office Contacts Search Results Page Field Descriptions
in Part 3.

Note: The Inactivate button is displayed next to records that have been activated, and
the Activate button is displayed next to records that have been inactivated.

5. Click [Activate] to activate an inactivated record. A pop-up message is displayed to
confirm the record has been activated.

6. Click [OK] to close the pop-up.

7. Click [Inactivate] to inactivate an activated record. A pop-up message is displayed to
confirm the record has been inactivated.

8. Click [OK] to close the pop-up.

Updating A Payroll Office Contact Record

The Update function allows users to update payroll office contact records.

To update a payroll office contact record:

1. Click [Payroll Office] at the top of the CLER Main Men@igure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Contacts] at the top of the Payroll Office Main Page. The Contacts Main Page
(Figure 2:5) is displayed with the Payroll Office Contacts and Personnel Office
Contacts options.

3. Click [Payroll Office Contacts] on the Contacts Main Page to display the Payroll
Office Contacts pageigure 2:6 ).

4. Complete the fields on the Payroll Office Contacts page as indicatedRayder
Office Contacts Page Field Instructions __in Part 3 and click[Submit] . The Payroll
Office Contacts Search Results pagigure 2:10) is displayed. For field descriptions,
seePayroll Office Contacts Search Results Page Field Descriptions in Part 3.

5. Click [Update] next to the applicable record. The Payroll Office Contacts Update page
(Figure 2:14) is displayed.
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Info  Contacts  Errors  Transmissions  Enrollees

Payroll Office Contacts Update

Enter data for the Payrall Office Contacts record and click the Update Record button to save your entries. Fields riarked with # are
requirad.

Payroll

Dffice ID* Type* E

I ET =l i

Role E

| o
(@]
D

MName &

| >
«Q

Address =1
(]

I =
=

! 2

I o
=
(]

City State Zip Counbry

I [ES I =]

Phone Number Fax Number

| |

Email Address

|

Remarks

I

Update Record Clear Data Cancel I

Figure 2:14. Payroll Office Contacts Update Page

6. Complete the applicable fields on the Payroll Office Contacts Update page as indicated
underPayroll Office Contacts Update Page Field Instructions in Part 3.

7. Click [Update Record] . If no errors occur, a pop-up message is displayed to confirm
the record has been updated.

8. Click [OK] to close the pop-up.

Note: To update another record, cligkancel] to return to the Payroll Office Contacts
Search Results page and clitidate] next to the applicable record.

Updating A Personnel Office Contact Record

The Update function allows users to update personnel office contact records.

To update a personnel office contact record:

1. Click [Payroll Office] at the top of the CLER Main Mengidgure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Contacts] at the top of the Payroll Office Main Page. The Contacts Main Page
(Figure 2:5) is displayed with the Payroll Office Contacts and Personnel Office
Contacts options.
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3. Click [Personnel Office Contacts] on the Contacts Main Page to display the Personnel
Office Contacts pageigure 2:8).

4. Complete the fields on the Personnel Office Contacts page as indicated under
Personnel Office Contacts Page Field Instructions in Part 3 and click[Submit] . The
Personnel Office Contacts Search Results peiger¢ 2:12 ) is displayed. For field
descriptions, sekersonnel Office Contacts Search Results Page Field Descriptions
In Part 3.

5. Click [Update] next to the applicable record. The Personnel Office Contacts Update
page Figure 2:15) is displayed.

i GI EW Carrier T Forms T"I‘lansnissionT Reports | {!33 Log
i |
: Info Contacts Errors  Transmissions Enrollees
Personnel Dffice Contacts Update
Enter data for the Personnel Office Contacks record and dick the Update Record button fo save your entries. Fields marked with *
are required.
Payroll Personnel
Office ID* Office ID* Type®*
I = =l
Role
Mame
Address
City State Zip Country
Phone Number Fax Number
Email Address
Remarks
Update Recard Clear Data Cancel I

Figure 2:15. Personnel Office Contacts Update Page

6. Complete the applicable fields on the Personnel Office Contacts Update page as
indicated undePersonnel Office Contacts Update Page Field Instructions in Part 3.

7. Click [Update Record] . If no errors occur, a pop-up message is displayed to confirm
the record has been updated.

8. Click [OK] to close the pop-up.

Note: To update another record, cligkancel] to return to the Personnel Office
Contacts Search Results page and ¢glipiiate] next to the applicable record.
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Viewing Payroll Office Error Records

The Errors option on the Payroll Office Main Paggure 2:1 ) allows users with the proper
access authority to view error counts by type for each payroll office by processing year and
quarter.

To view a payroll office error record:

1. Click [Payroll Office] at the top of the CLER Main Men@igure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Errors] at the top of the Payroll Office Main Page. The Payroll Office Errors
page Figure 2:16 ) is displayed.
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Payroll Office Ervors

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries,
Payroll
Office ID Year Quarter
Order By:  I0 %) vearQuarker [

SUBMIT I R.ESET |

Figure 2:16. Payroll Office Errors Page

3. Complete the fields on the Payroll Office Errors page as indicated Bagelt Office
Errors Page Field Instructions _ in Part 3 and click[Submit] . The Payroll Office Errors
Search Results pageidure 2:17) is displayed. For field descriptions, Sesroll
Office Errors Search Results Page Field Descriptions in Part 3.

Y CLER [ o | o [l oo | 15

Payroll Office Ervors

ID Year Quarter Records with Errors Records with Warmings Total Emrors Total Warmings Oplions

Figure 2:17. Payroll Office Errors Search Results Page

4. Click [view] next to the applicable record. The Payroll Office Errors View page
(Figure 2:18) is displayed. For field descriptions, g&groll Office Errors View Page
Field Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the Payroll
Office Errors Search Results page and daéw] next to the applicable record.
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j\LGLERW a::rrhr-_T Forms- ]Tlansm&ssionT Reports {% Loc

Payroll Office Errors Yiew

Use the browser Back arrow to select another record to view. MOFE: Some of the data in this section is updated at the end of
the processing cycle for the quarter and may not be complete until that time.

Payroll

Office ID Year IQu_arI:er

| |

Records with Errors Records with Warnings

| I

Total Ervors Total Wamings

| |

Records Reconciled Errors Reconciled

| |

Carrier Errors Disputed Errors Confirmed Errors

Figure 2:18. Payroll Office Errors View Page

Viewing Payroll Office Transmission Records

The Transmissions option on the Payroll Office Main P&ggre 2:1 ) allows users to view
information about each transmission file submitted by a payroll office by the year and quarter
the file was processed. This information includes file header information; date and time
processed; and number of records sent, received, and processed.

To view a payroll office transmission record:

1. Click [Payroll Office] at the top of the CLER Main Menegidure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Transmissions] at the top of the Payroll Office Main Page. The Payroll Office
Transmissions pag€igure 2:19) is displayed.

' m e e
j?_GLER [ ;;wm-— T .Forms ml—msﬂssﬂonT Reports e

OFF

Payroll Office Transmissions

Enter seleckion criteria in the following fields and click the SUBMIT button to search for records based on your entries,
Payroll
Dffice ID Year Quarter
Order By: I o Wear/Quarter r

SUBMIT I RESET I

Figure 2:19. Payroll Office Transmissions Page

3. Complete the fields on the Payroll Office Transmissions page as indicated under
Payroll Office Transmissions Page Field Instructions in Part 3 and click[Submit] .
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The Payroll Office Transmissions Search Results peiger¢ 2:20 ) is displayed. For

field descriptions, seRayroll Office Transmissions Search Results Page Field

Descriptions in Part 3.

¥ CL

' m Carrier T Forms T‘I‘ransmissionT Reports {% Los

Info Contacts Errors  Transmissions Enrollees

Payroll Office Transmissions

i Year Quarter Submission Submission Date Amt Sent AmtReceived Code Status Options

Figure 2:20. Payroll Office Transmissions Search Results Page

4. Click [view] next to the applicable record. The Payroll Office Transmissions View
page Figure 2:21) is displayed. For field descriptions, $&syroll Office

Transmissions View Page Field Descriptions

in Part 3.

Note: To view another record, click your browser’s Back button to return to the Pa
Office Transmissions Search Results page and iek] next to the applicable

record.
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LOG
OFF

Info  Contacts  Errors  Transmissions  Enrollees

Payroll Office Transmissions View

Use the brawser Back arrow to select another recard to view,

Payroll
office ID Year Quarter
Submission Submission Date As of Date

—rr— r—rr—

Records Sent

Records Received Records Processed
r

Amount Sent

Amount Received

Date Processed

Time Processed Code Status Source

(-

Email Date

Email Time

I —

Figure 2:21. Payroll Office Transmissions View Page

Maintaining Payroll Office Enrollee Records

The Enrollees option on the Payroll Office Main Pagjgute 2:1 ) allows users to view
and/or reconcile payroll office enrollee records. With the proper access authority,

reconciliation reason and reconciliation action codes may be entered.

Maintaining Payroll Office Enrollee Records

2:17



Title 10, Chapter 1
CLER for Agencies

For more information, see:

Viewing A Payroll Office Enrollee Record

Viewing A Matching Carrier Enrollee Record Or Duplicate Payroll Office Enrollee Record

Reconciling A Payroll Office Enrollee Record

Viewing A Payroll Office Enrollee Record

The View function allows users to view payroll office enrollee records.

To view a payroll office enrollee record:

1. Click [Payroll Office] at the top of the CLER Main Men@igure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Enrollees] at the top of the Payroll Office Main Page. The Payroll Office
Enrollees page~(gure 2:22) is displayed.

P [Pawoliofice| = B
j\LGLER - E;awhrmlw::m_ ]nanswussionT Reports | (3%

Payroll Office Enrollees

Enter selaction criteria in the following fields and click the SUBMIT button to search for records based on your entries. Fields
rmarked with * are required,

Payroll
Office ID* Year* uarter*
Enrollment
Agency POI Carrvier Code 55N - from 55N - to Other ID - from Other ID - to
Last Name First Name Middle Name
Error Warmning

Code Code

101 a| [zo1
102 202
120 x| |208

Display: All Records % Matches © Mo Matches {7 Discrepancies wWarnings
Unreconcled {7 Reconcled {7 Confirmed 7 Cisputed {© Mot validated {7
Order By:  1st |Mame | znd [ssNMO =] 3rd | =l
ath | =l sth | =] sth | =l
SLBMIT RESET |

Figure 2:22. Payroll Office Enrollees Page

3. Complete the fields on the Payroll Office Enrollees page as indicated rayder
Office Enrollees Page Field Instructions __in Part 3 and click[Submit] . The Payroll
Office Enrollees Search Results paggure 2:23 ) is displayed. For field descriptions,
seePayroll Office Enrollees Search Results Page Field Descriptions in Part 3.

Note: The Payroll Office Enrollees Search Results (Other ID) peigeré 2:24 ) is
displayed whe24900002 , 24900003 , or 160099XX is entered in the Payroll
Office ID field on the Payroll Office Enrollees page.
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Payroll Office Enrollees

Payroll Office ID

Year/Quarter
First Fail

Enrollee 55N Last Name MName Carrier Code Agency POI Discrepancies Count Options
| iz |
i ]
Vi ]
BN
EE
EOB n
EE

Records Found:

Figure 2:23. Payroll Office Enrollees Search Results Page
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Payroll Office ID

Year/Quarter
First Fail
Other ID Enrollee 55N Last Name Name Carrier Code Discrepancies Count Options

Records Found:

Figure 2:24. Payroll Office Enrollees Search Results (Other ID) Page

4. Click [view] next to the applicable record. The Payroll Office Enrollees View page
(Figure 2:25) is displayed. For field descriptions, $&sgroll Office Enrollees View
Page Field Descriptions _in Part 3.

Note: To view another enrollee record, click your browser’s Back button to return to
the Payroll Office Enrollees Search Results page and[visk] next to the
applicable record.
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Payroll Office Enrolless Yiew

Use the browser Back arrow to select another record to view, To see matching Carrier records for thiz Enrollee record, click an the fallowing

Office ID Tear Quarter Submission
Enrollment

Agency POI Carrier Code 55M

I—
Last Name First Name Middle Name
I I I
IEE:il:iv;Dibe_ Amount

l—

Deceased
Annuitant SN Pseudo SSN Dther Payroll ID Dther Carrier ID
I I I I
Submitter Use #1 Submitter Use #2 Submitter Use #3
I I I
Date Processed Time Processed Source Fail Count

Select another discrepancy: 12

Discrepancy 165 - Enrollee On Multiple Payrall Office Records - Reparted Eplain’ QL uplicate

Reconciliation Reason = |
Reconciliation Action d

Corrective Action

Payroll Office Comments (400 character max) Carrier Comments (400 character max)
= =
= =
ID Date
Last Payroll Update: I I I I I
Last Carrier Update: I I I I I

Figure 2:25. Payroll Office Enrollees View Page

Viewing A Matching Carrier Enrollee Record Or Duplicate Payroll Office Enrollee
Record

The Matching button at the top of the Payroll Office Enrollees View [riged 2:25 )

allows users to view certain enrollee data from a carrier enrollee record that matches a
selected payroll office enrollee record. Since there may be more than one matching carrier
enrollee record, a Matching button is displayed for each matching record. The Duplicate
button next to the Discrepancy field on the Payroll Office Enrollees View page allows users
to view data from another payroll office enrollee record that was submitted for the same
enrollee. The Matching and Duplicate functions facilitate the reconciliation process.
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To view matching carrier enrollee records or duplicate payroll office enrollee
records:

1. Click [Payroll Office] at the top of the CLER Main Men@igure 1:2 ). The Payroll
Office Main PageFKigure 2:1) is displayed.

2. Click [Enrollees] at the top of the Payroll Office Main Page. The Payroll Office
Enrollees page~(gure 2:22) is displayed.

3. Complete the fields on the Payroll Office Enrollees page as indicated rayder
Office Enrollees Page Field Instructions __in Part 3 and click[Submit] . The Payroll
Office Enrollees Search Results pageuyre 2:23 ) is displayed. For field descriptions
seePayroll Office Enrollees Search Results Page Field Descriptions in Part 3.

Note: The Payroll Office Enrollees Search Results (Other ID) peigeré 2:24 ) is
displayed wher24900002 , 24900003 , or 160099XX is entered in the Payroll
Office ID field on the Payroll Office Enrollees page.
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4. Click [view] next to the applicable record. The Payroll Office Enrollees View page
(Figure 2:25) is displayed. For field descriptions, S&syroll Office Enrollees View
Page Field Descriptions _in Part 3.

5. Click [Matching] at the top of the Payroll Office Enrollees View page. The Carrier
Enrollees View page~(gure 2:26 ) containing the data from the matching carrier
enrollee record is displayed. The data displayed on the Carrier Enrollees View page is
limited to the payroll office identification number, carrier identifier, enrollment
effective date, and the year and quarter the carrier enrollee record was submitted. For
field descriptions, se€arrier Enrollees View Page Field Descriptions __in Part 3.

Note: If the payroll office enrollee record data displayed on the Payroll Office

Enrollees View page~(gure 2:25) is matched with the data from another payroll office
enrollee recordDiscrepancy Code 16%r 167 is displayed in the Discrepancy field.

When these discrepancies occur, the Duplicate button is displayed next to the
Discrepancy field. ClickDuplicate] to display the Payroll Office Enrollees View page
(Figure 2:27) containing the data from the matching payroll office enrollee record. The
data displayed on the Payroll Office Enrollees View page is limited to the payroll

office identification number, carrier identifier, enroliment effective date, and the year
and quarter the payroll office enrollee record was submitted. For field descriptions, see
Payroll Office Enrollees View Page Field Descriptions in Part 3.
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3'}_ ( : I Payroll orm:or e 1 Forms T‘hansnﬂssionT Reports ] Log
- Info 1Ds Enroliment Codes Contacts ETore] Transmissions Enrollees

Carrier Enrellees Yiewr

Use the browser Back arrow to select another record to view,

Carrier ID Year Quarter Submission
Payroll Enrollment
Dffice ID Code 55N
le=004901 | | [ |
Last Name First Mame Middle Name
I |1 |
Effective Date
Deceased
Annuitant 558  Pseudo 55N Other Payroll ID Other Carrier ID
|1 |1 |
Submitter Use #1 Submitter Use #2 Submitter Use #3
I |1 |1 |
Date Processed Time Processed Source Fail Count

Discrepancy I |

Recenciliation Reason | |

Reconciliation Action |

Corrective Action
Payroll Office Comments (400 character max) Carvier Comments (400 character max)
1D Date Time
tastPayrollupdate: [ | [ 1] 1 [ ]
tasteamervpdate: [ | [ [ ][1 [ ]

Figure 2:26. Carrier Enrollees View Page
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Payroll Office Carrier Forms Transmission Reports | iy LoC
1 | OFF
L Info Contacts Errors Tra issi Enrall
Payroll Office Enrollees ¥iew
Use the browser Back arrow to select another record to view., To see matching Carrier recards for this Enrallee recaord, click on the follawing
button(z): 1, HELETIT)
Payroll
Office ID Year Quarter Submission
|24777777 |2003 |1
Enrallment
Agency PDI Carrier Code 55N
I IB CRE I I
Last Name First Name Middle Name
Effective Date Amount
|1 1 IU 7 I 2002 I
Deceased
Annuitant 55N Pseudo S5N Other Payroll ID Other Carrier ID
Submitter Use #1 Submitter Use #2 Submitter Use #3
Date Processed Time Processed Source Fail Count
Discrepancy
Reconciliabion Reason j
Reconciliation Action j
Corrective Action I
Payroll Office Comments (400 character maz) Carrier Comments (400 character max)
= =
ID Date Time
Last Payroll Update: I I I I I
Last Carrier Update: I I I I I

Figure 2:27. Payroll Office Enrollees View Page

Reconciling A Payroll Office Enrollee Record

The Reconcile function allows users to reconcile payroll office enrollee records.

To reconcile a payroll office enrollee record:

1. Click [Payroll Office] at the top of the CLER Main Men@igure 1:2 ). The Payroll
Office Main PageFigure 2:1) is displayed.

2. Click [Enrollees] at the top of the Payroll Office Main Page. The Payroll Office
Enrollees page~(gure 2:22) is displayed.

3. Complete the fields on the Payroll Office Enrollees page as indicated rayder
Office Enrollees Page Field Instructions __in Part 3 and click[Submit] . The Payroll

Maintaining Payroll Office Enrollee Records 2:23

@)
—
m
PY)
o
=
o
Q
D
n
@
>
(o]
=
(2]
=
=
=
Q
=
o
>
(2]




Title 10, Chapter 1
CLER for Agencies

Office Enrollees Search Results paggure 2:23 ) is displayed. For field descriptions,
seePayroll Office Enrollees Search Results Page Field Descriptions in Part 3.

4. Click [Reconcile] next to the applicable record. The Payroll Office Enrollees
Reconcile pager(gure 2:28 ) is displayed.

Note: The[Reconcile] button on the Payroll Office Enrollees Search Results page is
only displayed next to records with discrepancies.

T CLILR o000 o | o v e | 00 57

Info  Contacts  Errors  Tra

Payroll Office Enrollees Reconcile

Enter data for the Payroll Office Enrolles record and click the Reconcile Record button to save vour entries, Fields marked with * are required.
To see matching Carrier records for this Enrollee record, click on the following button(=): = 1, [HENENIT]

Payroll
Office ID Year Quarter Submission
Enrollment
Agency  PDI Carvier Code 55N
Last Name First Name Middle Name
Effactive Date Amount
Deceased
Annuitant 55N Pseudo 55N Other Payroll ID Other Carvier ID
Submitter Use #1 Submitter Use #2 Submitter Use #3
Date Processed Time Processed Source Fail Count
Select another discrepancy: 1
Discrepancy 201 - Enrollees Hame Doss Mok Match
Reconciliation Reason™ j
Reconciliation Action™ =l
Corrective Action
Payroll Office Comments (400 character maxz) Carrier Comments (400 character max)

ID

Last Payroll Update: I
Last Carrier Update: I

| Feconcile Record I Clear Data I Cancel I

=1
4

El

] —
o —

iR

Figure 2:28. Payroll Office Enrollees Reconcile Page

5. Complete the fields on the Payroll Office Enrollees Reconcile page as indicated under
Payroll Office Enrollees Reconcile Page Field Instructions in Part 3.

Note: To view matching carrier records for this enrollee record, @liekching] at the
top of the page.
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6. Click [Reconcile Record] . If no errors occur, a pop-up message is displayed to confirm
the record has been reconciled.

7. Click [OK] to close the pop-up.

Note: To reconcile another record, clifancel] to return to the Payroll Office
Enrollees Search Results page and ¢Rekoncile] next to the applicable record.
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Viewing Carrier Records

2:26

The Carrier option allows users to view information about each carrier office.

For more information, see:

Viewing Carrier Information Records

Viewing Carrier ID Records

Viewing Carrier Enrollment Code Records

Viewing Carrier And Carrier Plan Contact Records

Viewing Carrier Transmission Records

Maintaining Carrier Enrollee Records Marked With Discrepancy Code 160

Viewing Carrier Information Records

The Info option on the Carrier Main Pag#g(re 2:29 ) allows users to view information
about each carrier office.

LR [~ e | v | e e

Enroliment Codes Transmissions E

Carrier Main Page

In this section, the following options may be selected above:

Info - Yiew and maintain information about each Carrierincluding name, address and system processing values, With the proper access
authority you may add new records, delete records and update existing information.

Enrollment Codes - “iew and maintain information about each Carrier's enrollment codes including plan, option and walid date ranges, With the
proper access authority you may add new records, delete records and update existing information,

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values, With the proper access
authority you may add new records, delete records and update existing information,

Contacts -

Carvier Contacts - Wiew and maintain information about subject matter and technical contacts far each Carrier including name,
address, phone number and email address, With proper access authority you may add new records, delete records and update
existing information,

Carvier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phene number and email address, With proper access authority you may add new records, delete
recards and update existing information,

Errors - Wiew error counts by type far each Carrier by processing year and quarter,

Transmissions - View information about each transmission file submitted by a Carrier by processing yvear and quarter including file header
inforrnation, date and time processed and number of records zent, received and processed.

Enrollees - View and validate Carrier enrolles recards by processing year and quarter, name, and key fields. With the proper acceszs authority
Wwou may enter corrective action response codes,

Figure 2:29. Carrier Main Page

To view a carrier information record:

1. Click [Carrier] at the top of the CLER Main Mendgidure 1:2 ). The Carrier Main
Page Figure 2:29 ) is displayed.

2. Click [Info] at the top of the Carrier Main Page. The Carrier Information page
(Figure 2:30) is displayed.

Viewing Carrier Information Records
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Carvier Information

i

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries,

Carvier

Mame City State

[ I |

Order By:  Carrier ®  Mame O City O state O

Figure 2:30. Carrier Information Page

3. Complete the fields on the Carrier Information page as indicated agadier
Information Page Field Instructions _in Part 3 and click[Submit] . The Carrier
Information Search Results pagig(re 2:31) is displayed. For field descriptions, seg
Carrier Information Search Results Page Field Descriptions in Part 3.

jﬁ ‘ ;I E_R PayroIIOiﬁce[ Carrier ] Forms T‘nansm&ssionT Reports 8e Lo
Info  IDs  Enrollment Codes  Comtacts  Transmissions  Enrollees

Carrier Information

suonanisul Buissasoid ¥31D

Carrier MName Address City State Zip Options

Records Found:

Figure 2:31. Carrier Information Search Results Page

4. Click [view] next to the applicable record. The Carrier Information View page
(Figure 2:32) is displayed. For field descriptions, S&@rier Information View Page
Field Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the Carrier
Information Search Results page and clidkw] next to the applicable record.
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jg— ( : I ER Payroll Office ’ Carrier '] Forms T‘I‘ransnﬂssion]’ Reports {% Log
Enroliment Codes Contacts CLTDre ] Transmissions Enrollees
Carrier Information Yiew
@
Use the browser Back arrow to select another recaord to view,
Carmier
Name
[
Address
I
I
I
City State Zip Country
I | I =
Start Date End Date
CECE 3 rErgr =
I Date Time
Last Changed: I I_I_I I

Figure 2:32. Carrier Information View Page

Viewing Catrrier ID Records

The IDs option on the Carrier Main Pagé(re 2:29 ) allows users to view information
about each carrier identification number. NFC’s CLER Operations and Reconciliation Unit
personnel assign a number for each carrier transmitting location.

To view a carrier ID record:

1. Click [Carrier] at the top of the CLER Main Mendgidure 1:2 ). The Carrier Main
Page Figure 2:29 ) is displayed.

2. Click [IDs] at the top of the Carrier Main Page. The Carrier ldentifiers page
(Figure 2:33) is displayed.

jLGLER_‘M Carrier '] Forms TTlansnissionT Reports | {3 00

Enrollment Codes Contacts e Transmissions innol-

Carrier Identifiers

Enter selaction criteria in the following fields and click the SUBMIT button to search for records based on your entries,

Carvier ID

SUBMIT RESET I

Figure 2:33. Carrier Identifiers Page

3. Complete the fields on the Carrier Identifiers page as indicated aadlier
Identifiers Page Field Instructions _in Part 3 and click[Submit] . The Carrier Identifiers
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Search Results pageidure 2:34 ) is displayed. For field descriptions, Se®rier
Identifiers Search Results Page Field Descriptions in Part 3.

HCLER [mo o G o |t et | g0 32

Carrier Identifiers

Carvier ID Mame Start Date End Date  Options

Figure 2:34. Carrier Identifiers Search Results Page

4. Click [view] next to the applicable record. The Carrier Identifiers View page
(Figure 2:35) is displayed. For field descriptions, Se@rier Identifiers View Page
Field Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the Ca

Identifiers Search Results page and cligkw] next to the applicable record.

]ORN re | v e i

Transmissions Enrollees

Carrier Identifiers Yiew

@

Use the browser Back arrow to select another record to view,

Carrier ID

Start Date End Date

N = | I~ oy = | I | I

Ervor Threshold I Threshold Type (percent or number) I ‘l

Last Changed: Im_ #I_I_ Time

Figure 2:35. Carrier Identifiers View Page

Viewing Carrier Enroliment Code Records

The Enrollment Codes option on the Carrier Main P&ggre 2:29 ) allows users to view
information about each carrier’s enroliment codes. This information includes plan, option,

and valid date ranges.

To view a carrier enrollment code record:

1. Click [Carrier] at the top of the CLER Main Mendgidure 1:2). The Carrier Main
Page Figure 2:29 ) is displayed.

2. Click [Enroliment Codes] at the top of the Carrier Main Page. The Carrier Enrollment

Codes page~(gure 2:36 ) is displayed.

Viewing Carrier Enrollment Code Records 2:29
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ji( :I E ¥ payroll Office [ Carsler |  Forms | Transmission | Reports | g oo
§ nfo  IDs Enrollment Codes Contacts ELIDrS Transmissions Enrollees

Carrier Enrollment Codes

@

Enter selection criteria in the following fields and click the SUBMIT butten to search for records based on yaour entries,

Enrollment
Carrier Code

OrderBy:  Carrier (8 Code O

[suemr ]_eser |

Figure 2:36. Carrier Enrollment Codes Page

3. Complete the fields on the Carrier Enrollment Codes priger€ 2:36 ) as indicated
underCarrier Enrollment Codes Page Field Instructions __in Part 3 and click[Submit] .
The Carrier Enrollment Codes Search Results priger 2:37 ) is displayed. For
field descriptions, se€arrier Enroliment Codes Search Results Page Field

Descriptions _in Part 3.

jLGLERM Carrier '] Forms T"I'lansnissionT Reports @6 oo

Info 1Ds Enroliment Codes Contacts EITOrS) Transmissions Enrollees

Carrier Enrollment Codes

Carrier Region Code Name Start Date End Date  Options

Figure 2:37. Carrier Enrollment Codes Search Results Page

4. Click [view] next to the applicable record. The Carrier Enrollment Codes View page
(Figure 2:38) is displayed. For field descriptions, Se@rier Enrollment Codes View
Page Field Descriptions _ in Part 3.

Note: To view another record, click you browser’s Back button to return to the Carrier
Enroliment Codes Search Results page and pliek] next to the applicable record.
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jLGLE_Rﬂr—T Forms TTlansmissionT Reports fe oo
Earoliment Codes Comtacts ... Transmissh

Enrollees

Carrier Enrollment Codes ¥iew

Use the browser Back arrow to select another record to view,

Enrollment
Carvier Region Code

F

Start Date End Date

I I N I | BT § =

Last Changed: in— ID"’—"EI_I_ Time

Figure 2:38. Carrier Enrollment Codes View Page
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Viewing Carrier And Carrier Plan Contact Records

The Contacts option on the Carrier Main Pegjgu(e 2:29 ) allows users to view information
about subject matter and technical contacts for each carrier.

For more information, see:
Viewing A Carrier Contact Record

Viewing A Carrier Plan Contact Record

Viewing A Carrier Contact Record

The View function allows users to view carrier contact records.

To view a carrier contact record:

1. Click [Carrier] at the top of the CLER Main Mendgidure 1:2 ). The Carrier Main
Page Figure 2:29 ) is displayed.

2. Click [Contacts] at the top of the Carrier Main Page. The Contacts Main Page
(Figure 2:39) is displayed with the Carrier Contacts and Carrier Plan Contacts options.

AL JCR o TR re | ]z
Enrollment Codes Contacts

Contacts hain Page

Selectfrom the following tables to view or update,

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name, address, phone
number and email address,

Carrier Plan Contacts - Wiew and maintain information about subject matter and technical contacts for each Carrier plan including name,
address, phone number and email address,

Figure 2:39. Contacts Main Page

3. Click [Carrier Contacts] on the Contacts Main Page to display the Carrier Contacts
page FEigure 2:40 ).

Viewing Carrier And Carrier Plan Contact Records 2:31
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BES RN S WO _WE E

Tl

Carrier Contacts

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries,

Carrier ID Type

Display: Al & active {0 Inactive O

OrderBy: ID (8 Type O

[ouemr ] _eser |

Figure 2:40. Carrier Contacts Page

4. Complete the fields on the Carrier Contacts p&agire 2:40 ) as indicated under
Carrier Contacts Page Field Instructions __in Part 3 and click[Submit] . The Carrier
Contacts Search Results paggyre 2:41) is displayed. For field descriptions, see
Carrier Contacts Search Results Page Field Descriptions in Part 3.

j‘?:( :I ' payroll Office [ Carrler |  Forms | Transmission | Reports | Log
-~ Info  IDs Enroliment Codes Contacts g Transmissions Enrollees

g

Carrier Contacts

Carvier ID  Type Status Name Phone Email

=]
-
=g
S
=
n

Figure 2:41. Carrier Contacts Search Results Page

5. Click [view] next to the applicable record. The Carrier Contacts View page
(Figure 2:42) is displayed. For field descriptions, S&@rier Contacts View Page
Field Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the Carrier
Contacts Search Results page and ¢ligdv] next to the applicable record.
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Payroll Oﬁicel Carrier " Forms TTlansmissionT Reports B% 9c

T GLER

Phone Number Fax Mumbar

Email Address

Remarks

Info  IDs Enroliment Codes Contacts il Transmissions Enrollees
Carrier Contacts ¥iew
Use the browser Back arrow to select another record to view,
Carrier ID Type
| i —
Role o)
I =
m
Name Py
| L
8
Address D
[ 4}
=
I @
| =3
(]
=
City State  Zip Country g
¥ o —
I [ HI I [~ =
=
(]

Last Changed: in— ID"’—"EI_I_ Time

Figure 2:42. Carrier Contacts View Page

Viewing A Carrier Plan Contact Record

To view a carrier plan contact record:

The View function allows users to view carrier plan contact records.

1. Click [Carrier] at the top of the CLER Main Mendgidure 1:2 ). The Carrier Main

Page Figure 2:29 ) is displayed.

2. Click [Contacts] at the top of the Carrier Main Page. The Contacts Main Page
(Figure 2:39) is displayed with the Carrier Contacts and Carrier Plan Contacts options.

3. Click [Carrier Plan Contacts] on the Contacts Main Page to display the Carrier Plan

Contacts PageFigure 2:43 ).

Viewing Carrier And Carrier Plan Contact Records 2:33
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j?,_ Gl = & Payroll Office lr Carrier T Forms T‘I‘lansnﬂssionT Reports By oo
; Info IDs _ Enrollment Codes Contacts Transmissions __ Enrollees

Errore]

Carrier Plan Contacts

@

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries,

Carier Plan  Type

[ Ny

Display:  All (8 Active (O Inactive {0

Order By: Carrier 8 FPlan O Type O

[suemrr ] reser |

Figure 2:43. Carrier Plan Contacts Page

4. Complete the fields on the Carrier Plan Contacts page as indicatedCandePlan
Contacts Page Field Instructions _ in Part 3 and click[Submit] . The Carrier Plan
Contacts Search Results paggyre 2:44 ) is displayed. For field descriptions, see
Carrier Plan Search Results Page Field Descriptions in Part 3.

rol Office rms smission =
B N e

Tiedra

Carrier Plan Contacts

Carrier Plan Type Status Name Phone Email Dptions

Figure 2:44. Carrier Plan Contacts Search Results Page

5. Click [view] next to the applicable record. The Carrier Plan Contacts View page
(Figure 2:45) is displayed. For field descriptions, S&@rier Plan Contacts View Page
Field Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the Carrier
Plan Contacts Search Results page and pliel] next to the applicable record.

2:34 Viewing Carrier And Carrier Plan Contact Records



Title 10, Chapter 1
CLER for Agencies

Carrier Plan Contacts Yiew

Enroliment Codes

Use the browser Back arrow to select another record to view,

LOG
OFF

Forms | Transmission | Repots | {3
tacts T

Con Transmissions Enrollees

Carrier Plan Type

| B

Role

&

Name

Address

City

State  Zip

Country

I |

Phone Number

Fax Mumber

Email Address

|

Remarks

@
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m
PY)
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Last Changed: |m— #I_l_ Time

Figure 2:45. Carrier Plan Contacts View Page

Viewing Carrier Transmission Records

The Transmission option on the Carrier Main Pagdgu(e 2:29 ) allows users to view

information about each transmission file submitted by a carrier by processing year and
quarter. An agency should view a carrier’s transmission records before trying to resolve that
carrier’'s enrollment record discrepancies. This will ensure an agency that they have access to
the most current data from the carrier.

To view a carrier transmission record:

1. Click [Carrier] at the top of the CLER Main Mendgidure 1:2 ). The Carrier Main
Page Figure 2:29 ) is displayed.

2. Click [Transmissions]

page FEigure 2:46 ) is displayed.

Viewing Carrier Transmission Records

at the top of the Carrier Main Page. The Carrier Transmissions
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ji (:I ER payroll Office [ Camier | Forms | Transmission | Reports | g@ Lo
Info  IDs Enroliment Codes Contacts ELIDrS ] Transmissions Enrollees

Carrier Transmissions

@

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries,

Carier ID Tear Quarter

OrderBy:  Carrier ID [l Wear/Cruarter &

[suermr ] reser |

Figure 2:46. Carrier Transmissions Page

3. Complete the fields on the Carrier Transmissions page as indicatedoantter
Transmissions Page Field Instructions __in Part 3 and click[Submit] . The Carrier
Transmissions Search Results paggute 2:47 ) is displayed. For field descriptions,
seeCarrier Transmissions Search Results Page Field Descriptions in Part 3.

35 (:I E_R PayrollOfﬁce[ e ] Forms Tnansmassion]' Reports | {8 L0
Info 1Ds Enrollment Codes Contacts FTOPE ] Transmissions Enrollees

Carrier Transmissions

Carrier ID Year Quarter Submission Submission Date Code Status ¥Yalidation Options

Figure 2:47. Carrier Transmissions Search Results Page

4. Click [view] next to the applicable record. The Carrier Transmissions View page
(Figure 2:48) is displayed. For field descriptions, S&@rier Transmissions View
Page Field Descriptions _ in Part 3.

Note: To view another record, click your browser’s Back button to return to the Carrier
Transmissions Search Results page and pliele] next to the applicable record.

ji ( :l = & Payroll Office lr Carrier 'T Forms T‘I‘ransnissionT Reports [ R
§ nfo 10s Enrollment Codes Contacts ErTore! Transmissions Enrollees

Carrier Transmissions ¥iew

@

Use the browser Back arrow to select another record to view,

Carmier ID Year Quarter

Submission Submission Date As of Date

N I |
Records Sent Records Received Records Processed
| |1 |1 |
Date Processed Time Processed Code Status Source
I I — L | ]
Email Date Email Time
i r—

Figure 2:48. Carrier Transmissions View Page
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pMaintaining Carrier Enrollee Records Marked With Discrepancy Code
160

The Enrollees option on the Carrier Main Paggufe 2:29 ) allows agency users to view and
validate carrier enrollee records marked vidiscrepancy Code 160For a description of
Discrepancy Code 160seeDiscrepancy Codes Table in Part 4.

Note: Carrier users are able to view and reconcile payroll office enrollee records marked
Discrepancy Code 163Thus, the Reconcile function allows carrier users to communicat
with agencies about payroll office enrollee records markedgbrepancy Code 163For

a description oDiscrepancy Code 163seeDiscrepancy Codes Table in Part 4.

For information about viewing and validating carrier enrollee records marked with
Discrepancy Code 160see:

Viewing A Carrier Enrollee Record Marked With Discrepancy Code 160
Validating A Carrier Enrollee Record Marked With Discrepancy Code 160

suonanisu| Buissasoid ¥31D

Viewing A Carrier Enrollee Record Marked With Discrepancy Code 160

The View function allows agency users to view carrier enrollee records marked with
Discrepancy Code 160For a description ddiscrepancy Code 160seeDiscrepancy
Codes Table in Part 4.

To view a carrier enrollee record marked with Discrepancy Code 160:

1. Click [Carrier] at the top of the CLER Main Mendgidure 1:2 ). The Carrier Main
Page Figure 2:29 ) is displayed.

2. Click [Enrollees] at the top of the Carrier Main Page. The Carrier Enrollees page
(Figure 2:49) is displayed.

ji( :I IH_:R Pa-,rrollomca’ Carrier 1 Forms ]Tnansm&ssion[ Reports | 4B Lo
; N Il 10s  EnrolimentCodes  Contacts . Transmissi Enrollees

Carrier Enrollees

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries, Fields marked with *
are required,

Carrier ID* Year® uarbert
IXXXXlOO 'i |2004 'l i1 'l

Payroll Entollment

Dffice Code 55N - from to
Last Name First Mame Middle Name
| Doe | John
Display: all Recards (% Matches € Mo Matches € Dizcrepancies £ Warnings )
Unrecanciled € Reconciled Confirmed {0 Disputed € Mot Walidatad
OrderBy:  1st|Mame j 2nd [ SSHO j Srdl ;I
dth j Sth j
SUBMIT RESET I

Figure 2:49. Carrier Enrollees Page
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3. Complete the fields on the Carrier Enrollees page as indicated Carder Enrollees
Page Field Instructions _in Part 3 and click[Submit] . The Carrier Enrollees Search
Results pager(gure 2:50 ) is displayed showing the carrier enrollee records. Only
carrier enrollee records marked widiscrepancy Code 16@re displayed. For field
descriptions, se€arrier Enrollees Search Results Page Field Descriptions in Part 3.

LR [N e || e e

ELTOTS] Transmissions Enrollees

Carrier Enrollees

Carrier ID XXXX100 Carrier
Year/Quarter 20033

Fail
Enrolles S5M Last Name First Mame Payroll Office Code Discrepancies Count Options

000000000 Doe John 00000000 000 160

Figure 2:50. Carrier Enrollees Search Results Page

4. Click [view] next to the applicable record. The Carrier Enrollees View
page Figure 2:51) is displayed showing the selected carrier enrollee record. For field
descriptions, se€arrier Enrollees View Page Field Descriptions __in Part 3.

Note: To view another record, click your browser’s Back button to return to the Carrier
Enrollees Search Results page and dhtdw] next to the applicable record.
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ji SI E_R | Payroli Office [ Camier | Forms | Transmission | Reports | @@ Lo¢
: Info IDs tacts o Transmissi I

Enroliment Codes Con 3 E

Carrier Enrollees Yiew

Use the browser Back arrow to select another record to view,

Carier ID Year Quarter Submission

[xxxx100] [zoez] [+ ] [}

Payroll Entollment

Dffice ID Code 55N

I 00000000 I 000 I 000000000 0
-

Last Name First Name Middle Name m

| Doe | John IQ -
o
=

Effective Date 8

|0 1 | 01 | 1991 8
@,

Deceased 35

Annuitant SSN  Pseudo SSN Dther Payroll ID Dther Carrier ID (o]

[000000000 | [ooowooooe | [000000000 | =]
(]
—

Submitter Use #1 Submitter Use #2 Submitter Use #3 c

I I I 2
S

Date Processed Time Processed Source Fail Count 7]

Select another discrepancy: 1

Discrepancy 160 - Enrolles On Carrier Record But Mo Pavrall Office Recard

Reconciliation Reason

Reconciliation Action

Corrective Action

Payroll Office Comments (400 character max) Carvier Comments (400 character max)

n =
- =
1o Date Time
Last Payroll Update: I— l_ I_ I— I—
Last Carrier Update: I— l_ I_ I— I—

Figure 2:51. Carrier Enrollees View Page

Validating A Carrier Enrollee Record Marked With Discrepancy Code 160

The Validate function allows agency users to communicate with carriers about carrier
enrollee records marked wibiscrepancy Code 160For a description dDiscrepancy
Code 160 seeDiscrepancy Codes Table _in Part 4.

To validate a carrier enrollee record marked with Discrepancy Code 160:

1. Click [Carrier] at the top of the CLER Main Mendgidure 1:2 ). The Carrier Main
Page Figure 2:29 ) is displayed.

2. Click [Enrollees] at the top of the Carrier Main Page. The Carrier Enrollees page
(Figure 2:49) is displayed.
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3. Complete the fields on the Carrier Enrollees page as indicated Carder Enrollees
Page Field Instructions _in Part 3 and click[Submit] . The Carrier Enrollees Search
Results pager(gure 2:50 ) is displayed showing the carrier enrollee records. Only
carrier enrollee records marked widiiscrepancy Code 16G@re displayed. For field
descriptions, se€arrier Enrollees Search Results Page Field Descriptions in Part 3.

4. Click [validate] next to the applicable record. The Payroll Office Enrollees Validate
page Figure 2:52) is displayed showing the selected carrier enrollee record.

ji SI E_R | payroli Office [ Camier | Forms | Transmission | Repotts | @ Lo¢
5 nfo s tacts LTS, Tra jissil Enrollees

Enroliment Codes Con

Payroll Office Enrollees ¥alidate

Enter data for the Carrier Enrollee record and click the Walidate Record button to save vour entries, Fields marked with * are required.
Carier ID Year Quarter Submission
I XXXX100 |2003 |4 |1
Payroll Enrollment
Dffice ID Code 55N
I 00000000 I 000 IOOOOOOOOO
Last Name First Name Middle Name
| Doe | John lo
Effective Date
IUl IDl |1991
Deceased
Annuitant 55N Pseudo S5N Dther Payroll ID Dther Carrier ID

Jooooooo00 | foooooooon | | 000000000

Submitter Use #1 Submitter Use #2 Submitter Use #3

Date Processed Time Processed Source Fail Count

Select another discrepancy: 1

Discrepancy 160 - Enrallee On Carvier Record But Mo Payreall Office Recard

Reconciliation Reason™

Reconciliation Action*

Comective Action

Payroll Office Comments (400 character may) Carvier Comments (400 character rmax)
= =
= =
ID Date Time
Last Payroll Update: I I I I I
Last Carrier Update: I I I I I

Walidate Recard I Clear Data I Cancel I

Figure 2:52. Payroll Office Enrollees Validate Page

5. Complete the fields on the Payroll Office Enrollees Validate page as indicated under
Payroll Office Enrollees Validate Page Field Instructions in Part 3.

6. Click [validate Record] . If no errors occur, a pop-up message is displayed to confirm
the record has been validated.

2:40 " Maintaining Carrier Enrollee Records Marked With Discrepancy Code 160
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7. Click [OK] to close the pop-up.

Note: To validate another record, cligkancel] to return to the Carrier Enrollees
Search Results page and cligklidate] next to the applicable records
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Maintaining Forms Records

The Forms option provides the 2809 and 2810 options. These options contain the same data
fields as Forms SF-2809, Health Benefits Election Form, and SF-2810, Notice of Change in
Health Benefits Enrollment. With proper access authority, additional records may be added
and current records may be updated or deleted.

This section presents more information under the following topics:
Maintaining 2809 Records

Maintaining 2810 Records

Maintaining 2809 Records

The 2809 option on the Forms Main Paggure 2:53 ) allows agency users to create a 2809
record in CLER. The CLER 2809 provides carriers with the information they need to update
their enrollee records. With the proper access authority, forms may be created, deleted,
printed, and released for processing. From the input that creates the 2809, CLER will
generate a corrective action file to the carrier through the OPM Data Hub located in Macon,
Georgia. It should be noted that this is an option; agencies may use other procedures such as
fax, hardcopy, etc., to coordinate corrective action(s) with the carriers.

ji Gl Ilﬁ——R: EPayrollOﬁice] Carrier ’ Forms “I‘lansnission( Reports e
: 2809 2810

Form= Main Page

In thiz section, the following optionz may be zelected above:

2800 - Create and process forrn 2809, Health Benefit Election Forrns, With the proper authority you may add new forms,
delete, print and release forms for procezzing,

2810 - Create and process form 2310, Motice of Change in Health Benefits Enrollment. With the proper authority you may add
rew forrns, delete, print and releasze forms for processing.

Figure 2:53. Forms Main Page

For more information, see:
Adding A 2809 Record
Viewing A 2809 Record
Updating A 2809 Record
Releasing A 2809 Record
Canceling A 2809 Record

Adding A 2809 Record

2:42

The Add function allows users to add 2809 records.

To add a 2809 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2). The Forms Main Page
(Figure 2:53) is displayed.

Maintaining 2809 Records
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2. Click [2809] at the top of the Forms Main Page. The Form 2809 paged 2:54 ) is
displayed.
3'?: ( :LER  Payrol OfﬂceT Carrier r Forms 1 ‘hansn'ussionT Reports ] Log
- 2809 2810

@

Click the m button to add a new Form 2809 record. Enter selection criteria in the following fields and click the SUBMIT
button to search for records based on your entries,

Payroll
Office ID* Tear* Quarter*
| = = E
Enrallment
Agency ID POI Code S5M User ID
I I I I I
Last Name First Name Initial

I I —

Display: Al o Released £ cancelled I not Released £ Processed [
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Order By: Agency ID o SSN r© Marme i Uszer ID . Status r©

SUBMIT I RESETl

Figure 2:54. Form 2809 Page

3. Click [Add] on the Form 2809 page to display the Form 2809 Add (Part A) page
(Figure 2:55).
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Pj\LGLI: ;| payroll Office | Carrier ZL mz;: 1 wansmission | Reports | g@ oo

Form 2809 Add

Enter data for the Form 2809 record and click the Save Form button to save your entries, Fields marked with * are required. Make sure to
click the Save Form butten on each part before clicking the links below to move to another part, When you are satisified with your entries click

the BWEEEEE button to release the form for processing, Ifthe form iz not releazed, it will not be processed. If you don't want to release the farm
now, you can do it at a later time,

Part & PartB Parts CandD PartE

Part A
Payroll Personnel
Dffice ID* Tear" Quarter* Office ID

T I 'I Ij I [Enter this item only if your access is limited to specific POI )

Nature of Action*  sTaRT €0 cHange € suspenp O gTop O

Last Name* First Mame™ Initial
|

Address
|

I

City* State  Zip

| [ =T

Country

=
S5NF Date of Birth* Sext Maried® Phone

1 P o w0 VETe
Save Form I Clear ata | Cancell

Figure 2:55. Form 2809 Add (Part A) Page

4. Complete the fields on the Form 2809 Add (Part A) page as indicated under
Form 2809 Add (Part A) Page Field Instructions _in Part 3.

5. Click [Save Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

6. Click [OK] to close the pop-up.

7. Click [Part B] at the top of the Form 2809 Add (Part A) page. The Form 2809 Add
(Part B) pageHRigure 2:56 ) is displayed.
Note: pAN asterisk {) indicates a required field. The Plan Name and Enrollment
Code fields in Part B are marked withwhenStart or Change is selected in the
Nature of Action field in Part A. The Last Name, First Name, Date of Birth, Code,
SSN, and Sex fields in Part B are marked Witwhen the third position of the
enroliment code entered in the Enroliment Code field in Part2Bois5, indicating
family coverage--g
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j;‘_GLER | Payroll Office | Carrier W‘ﬁ‘aﬂsnﬂsﬂonT Reports | tos

Form 2809 Add

Enter data for the Formn 2209 record and dick the Save Form button to save your entries. Fields marked with # are required.
Make sure to click the Save Form button on each part before clicking the links below to rove to another part. When you are
satisified with your entries dick the m button to release the form for processing. If the form iz not released, it will not be
processed, If you don't want to release the form now, you can do it at a later time,
Part A PartB Parts C andD PartE
@)
—
m
Py
Part B
Enrollment P
Plan Name Code 8
T | o
.
Last Name First Name Initial Date of Birth Code SSN Sex Zip Lg
i | N =] mE F | 5
(]
2] ! — Al ekl — 2
=
3| | — [ =T mE e Q
N | s el | s = | s Riol mu— =
(]
5. | I — [ =] M e |
6. | I I Y — I =l Ml FE
7. I — I [ mC e
8. | I — I [ mC el
0. | I — I [ mi e
10.] I I Y — I m e
Dther Insurance® Last Name First Name Initial
i niE Palicyholder I |

You Spouse Mame
Medicare: 4[| 8[| A |al”| TRICARE/cHAMPUS[ | Other[ ||

Save Form I Clear Data I Cancell

Figure 2:56. Form 2809 Add (Part B) Page

8. Complete the fields on the Form 2809 Add (Part B) page as indicated under
Form 2809 Add (Part B) Page Field Instructions _ in Part 3.

9. Click [Save Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

10. Click [OK] to close the pop-up.

11. Click [Parts C and D] at the top of the Form 2809 Add (Part B) page. The Form 2809
Add (Parts C and D) paggigure 2:57 ) is displayed.
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ji GI E_R  Payroll OﬁicaT Carrler f Forms 'T‘I'lansmﬁssionT Reports Log
L 2809 2810

Form 2809 Add

kil

Enter data for the Form 2209 record and dick the Save Form button to save your entries. Fields marked with * are required.
Make sure to cick the Save Formn button on 2ach part befare cicking the links below to move to another part. When vou are
zatizified with vour entries click the BEEES button to releaze the form for proceszsing, If the form iz not released, it will not be
processed. If you don't want to release the form now, vyou can do it at a later time.

Part A FPartB  Parts C and D PartE

Part C
Enrollment
Name Code

Present Plan | |

Event That Permits Change I vI Date I I I

Part D
S5M
) will be covered under the enrollment of: I
Last Mame First Name Initial

I | l_

T Enrolled in 5 Medicare Managed Care Flan,

) Cancel enroliment for reasons other than above,

Save Form Clear Data Cancel I

Figure 2:57. Form 2809 Add (Parts C and D) Page

12. Complete the fields on the Form 2809 Add (Parts C and D) page as indicated under
Form 2809 Add (Parts C and D) Page Field Instructions __ in Part 3.

13. Click [Save Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

14. Click [OK] to close the pop-up.

15. Click [Part E] at the top of the Form 2809 Add (Parts C and D) page. The Form 2809
Add (Part E) page~(gure 2:58 ) is displayed.

2:46 Maintaining 2809 Records



Title 10, Chapter 1
CLER for Agencies

el =S O, _OECWE E

Form 2809 Add
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Enter data for the Forrn 2509 record and click the Save Form button to save your entries. Fields marked with * are required.
Make sure to click the Save Formn button on each part before clicking the links below to move to another part, When you are
satisified with your entries dick the WEEEESE button to release the form for processing, If the form is not released, it will not be
processed, If you don't want to release the form now, you can do it at a later time,

Part A FartB  Parts C andD  PartE

Part E

Agency Name*
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Address*
I
I
|
City* State zip
I =l
Country
I =l
Personnel

Agency ID Office ID

Last Name* First Name Initial Phone

thorized

A otat: | I o

Date Signed*

CONTACLT: Last Name* First Name Initial Phone

Personnel: I I I
Payroll: I I I I

Effective Date* Date Received* Date of Action™

o rrr—

Report # Claim # HE ID #

Remarks (400 character max)

Save Form I Clear Data I Cancell

Figure 2:58. Form 2809 Add (Part E) Page

16. Complete the fields on the Form 2809 Add (Part E) page as indicatedrondex809
Add (Part E) Page Field Instructions _ in Part 3.

17. Click [Save Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

18. Click [OK] to close the pop-up.
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Viewing A 2809 Record

The View function allows users to view 2809 records.

To view a 2809 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2). The Forms Main Page
(Figure 2:53) is displayed.

2. Click [2809] at the top of the Forms Main Page. The Form 2809 paged 2:54 ) is
displayed.

3. Complete the fields on the Form 2809 page as indicated Boger809 Page Field
Instructions _in Part 3 and click[Submit] . The Form 2809 Search Results page
(Figure 2:59) is displayed. For field descriptions, $&em 2809 Search Results Page
Field Descriptions _in Part 3.

HCLER [Noonal e R v | -5

Form 2809

Payroll Office ID
Year/ Quarter

Release Released
Enrolles 55N Last Mame First Mame Date By Status DOptions

Update

Update

Records Found:

Figure 2:59. Form 2809 Search Results Page

4. Click [view] next to the applicable record. The Form 2809 View (Part A) page
(Figure 2:60) is displayed. For field descriptions, $&em 2809 View (Part A) Page
Field Descriptions _in Part 3.
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Form 2809 View

Use the browser Back arrow to select another record to wiew,

Part A PartP Parts CandD PartE

Part A
Payroll Parsonnel
Office ID Year Quarter Office ID

;I I ;I I ;I | [Erter this itern only if vour access is lirmited to specific POI":.]
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=
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Last Name First Name Initial
| | —
Address

I

I

|

City State zZip

| T

Country

I =l

55N Date of Birth Sex Married Phone

—— ] e——To RPN

Last Changed: IID— I_ I— |
Released: I— I_ I— | |
I —

Processed:

Figure 2:60. Form 2809 View (Part A) Page

5. Click [Part B] to display the Form 2809 View (Part B) pageyre 2:61 ). For field
descriptions, sekBorm 2809 View (Part B) Page Field Descriptions __in Part 3.
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:%LEE‘ "payroll Office |  Carvier [ Fomms | Transmission |  Reports | tog

Form 2809 View

Usa the browser Back arraw to zeled another recard o view,

Part s Pat B Pars CandD  PartE
Part B

Enrollment
Plan Name Code
| |
Last Mame First Name Initial Date of Birth Code 55N S5ex Zip

1] I — [ mC el
2. I — i [ =T mC el
3| I — I [ =T mC el [
a I — I [ =T mC el [
5 | I — I [ =T mCl el [
6. | I — I [ =T mCleln [
7. I — I [ =T mClel [
8. | I — I [ =T mClel [
o I — [ mC el
10.] I — i [ =T mC el
Dther Insurance Last Name First Hame Initial

v nE Policyholder | I —

Tou Spouse Name
Medicare: 4[| e[T| alT|e[C| TRICARE/cHAMPUS[”| other[ ||

Figure 2:61. Form 2809 View (Part B) Page

6. Click [Parts C and D] to display the Form 2809 View (Parts C and D) page
(Figure 2:62 ). For field descriptions, sé@rm 2809 View (Parts C and D) Page Field
Descriptions _in Part 3.
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j?‘_GLER | Payroll Office | Carrier Wmsmmﬂ Reports | o

Form 28090 View

Use the browser Back arrow to select another record to view,

Part A PartB Parts CandD PartE

Part C
Enrollment

Name Code

Present Plan I I

Event That Permits Change I vl Date I I I

Part D
S5M
) will be covered under the enrollment of: I
Last Name First Name Initial

| I I
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T Enrolled in 5 Medicare Managed Care Plan,

) Cancel enrollrnent for reasons other than sbove.

Figure 2:62. Form 2809 View (Parts C and D) Page

7. Click [Part E] to display the Form 2809 View (Part E) pagegyre 2:63 ). For field
descriptions, sekorm 2809 View (Part E) Page Field Descriptions _ in Part 3.

Note: To view another record, click your browser’s Back button to return to the
Form 2809 Search Results page and glidw] next to the applicable record.
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j;‘_GLER | Payroll Office | Carrier W‘H‘aﬂsmﬁsﬂonT Reports | os

Form 28090 View

Use the browser Back arrow to select another record to view,

Part A PartB Parts CandD PartE

Part E

Agency Name

Addrass
I
I
|
City State zip
| =]
Country
| =l
Personnel
Agency ID Office ID
Last Name First Name Initial Phone
Authorized
Official: I I I_ I
Date Signed
CONTALT: Last Name First Name Inidal Phone
Personnel: | | I_ |
Payroll: I I I_ I
Effective Date Date Received Date of Action

—rr— e r—

Report # claim # HE ID #

Remarks (400 characker max)

Figure 2:63. Form 2809 View (Part E) Page

Updating A 2809 Record

The Update function allows users to update 2809 records.

To update a 2809 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2). The Forms Main Page
(Figure 2:53) is displayed.

2. Click [2809] at the top of the Forms Main Page. The Form 2809 paged 2:54 ) is
displayed.
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3. Complete the fields on the Form 2809 page as indicated Boaer809 Page Field
Instructions _in Part 3 and click[Submit] . The Form 2809 Search Results page
(Figure 2:59) is displayed. For field descriptions, $&em 2809 Search Results Page
Field Descriptions _in Part 3.

4. Click [Update] next to the applicable record. The Form 2809 Update (Part A) page
(Figure 2:64 ) is displayed.

}j\LGLE_R | Payroll Office | Carrier m Tnansm&ssion( Reports | (3§ .00

Form 2809 Update

@

Enter data for the Form 2809 record and click the Update Form button to zave vour entries, Fields marked with * are required. Make sure to
click the Update Form button on each part before clicking the links below to move to another part, When you are satizified with your entries
click the m button to release the form for processing, Ifthe form is not released, it will not be processed, If you don't want to release the
farrm now, you can do it at a later time,
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Part A
Payroll Personnel
Office ID* Yeart Quartert Office ID

- E - [Enter this item only if your access is limited to specific POI =)

Nature of Action*  sTaRT € cHance 0 suspenp O sTop ©

Last Name* First Name* Initial
| I |
Address
|
|
City* State  Zip
| [ HE
Country
=

S5MF Date of Birth* Sext Married® Phone

1 B 0o co Ve
Update Form I Clear Data I Cancell

Figure 2:64. Form 2809 Update (Part A) Page

5. To update data on the Form 2809 Update (Part A) page, complete the applicable fields
as indicated unddform 2809 Update (Part A) Page Field Instructions __in Part 3.

6. Click [Update Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been updated.

7. Click [OK] to close the pop-up.
After updating Part A, the following options are available:

» To update data on the Form 2809 Update (Part B) page [réiek8] . The
Form 2809 Update (Part B) padeg(re 2:65 ) is displayed. For more
information, see the instructions in Step 8.

Note: pAN asterisk {) indicates a required field. The Plan Name and Enrollment
Code fields in Part B are marked withwhenStart or Change is selected in
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the Nature of Action field in Part A. The Last Name, First Name, Date of Birth,
Code, SSN, and Sex fields in Part B are marked Wwitthen the third position of
the enrollment code entered in the Enroliment Code field in ParPBib,
indicating family coverage-a

j?‘_GLER | Payroll Office | Carrier Z‘LTTWsmsionT Reports | Lo

Form 2809 Update

Enter data for the Form 2209 record and dick the Update Form button to save your entries, Fields marked with * are required.
Make sure to click the Update Form button on each part before clicking the links below to move to another part. When you are
zatisified with vour entries click the BEEEEEN button to release the form for processing. If the form is not released, it will not be
processed, If you don't want to release the form now, you can do it at a later time,

Part A PartP Parts CandD PartE
Part B

Enrollment
Plan Name Code
! |
Last Name First Name Initial Date of Birth Code  SSN Sex Zip

L] I — i [T mCl el |
2| I — i [T mCl el |
5. I — i [ =] mCl el |
a] I — I [T mCl el |
5. | I — [T Ml e |
6. | I — i [ =l M r
7. I — i [T mC el
8. | I — i [T mCl el |
0. | I — i [T mCl el |
10.] I — i [T mC el |

Dther Insurance™® Last Name First Name Initial
i niE Policyholder | | I_

You Spouse Name

Medicare: 4[| 5| A /e[| TRICARE/cHAMPUS[ | Other[ ||

Update Form I Clear Data I Cancell

Figure 2:65. Form 2809 Update (Part B) Page

* To update data on the Form 2809 Update (Parts C and D) page, click
[Parts C and D] . The Form 2809 Update (Parts C and D) p&ggife 2:66 ) is
displayed. For more information, see the instructions in Step 11.
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: 2809 2810
Form 2809 Update

Enter data for the Forrn 2809 record and click the Update Forrn button to save your entries, Fields marked with * are required.
Make sure to click the Update Form button on each part befare clicking the links below to move to another part, When you are
satizified with your entries click the W button to releasze the form for proceszing. If the form iz not releaszed, it will not be
processed, If you don't want to release the form now, you can do it at a later time,

Part A PartB Parts CandD ParkE
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Present Plan I |
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Part D
58N
) will be covered under the enrollment of: I
Last Name First Name Initial

I I —

Tl Enrolled in 3 Medicare Marmaged Care Plan.

) cancel enrollment for reasans other than above.

Update Form Clear Data Cancel I

Figure 2:66. Form 2809 Update (Parts C and D) Page

* To update data on the Form 2809 Update (Part E) page[ridicle] . The
Form 2809 Update (Part E) padgég(re 2:67 ) is displayed. For more
information, see the instructions in Step 14.

* To update another record, cligkancel] to return to the Form 2809 Search
Results page and cligipdate] next to the applicable record.
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Form 2809 Update

Enter data for the Forrn 2509 record and click the Update Forrm button to zave vour entries, Fields marked with * are required.
Make sure to click the Update Form button on each part before clicking the links below to move to another part, When you are
satisified with your entries dick the WEEEES button to release the form for processing, If the form is not released, it will not be
processed, If you don't want to release the form now, you can do it at a later time,

Part A PartB Parts CandD PartE

Part E

Agency Name*

Address*
I
I
|
City* State zip
I =
Country
I =l
Personnel

Agency ID Office ID

Last Name* First Name Initial Phone
Authorized I I I I

Dfficial:
Date Signed*
CONTACLT: Last Name* First Name Initial Phone

Personnel: I I I
Payroll: I I I I

Effective Date* Date Received™® Date of Action*®

o

Report # Claim # HB ID #

Remarks (400 character max)

Update Form I Clear Data I Cancell

Figure 2:67. Form 2809 Update (Part E) Page

8. To update data on the Form 2809 Update (Part B) pgee2:65 ), complete the
applicable fields as indicated undeirm 2809 Update (Part B) Page Field Instructions
in Part 3.

9. Click [Update Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been updated.

10. Click [OK] to close the pop-up.

After updating Part B, the following options are available:
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11.

12.

13.

14.

15.

16.

* To update data on the Form 2809 Update (Part A) page,[Rticks] . The
Form 2809 Update (Part A) padgegire 2:64 ) is displayed. For more
information, see the instructions in Step 5.

* To update data on the Form 2809 Update (Parts C and D) page, click
[Parts C and D] . The Form 2809 Update (Parts C and D) p&gie 2:66 ) is
displayed. For more information, see the instructions in Step 11.

» To update data on the Form 2809 Update (Part E) page[rdicle] . The
Form 2809 Update (Part E) padég(re 2:67 ) is displayed. For more
information, see the instructions in Step 14.

* To update another record, cligkancel] to return to the Form 2809 Search
Results page and cligpdate] next to the applicable record.

To update data on the Form 2809 Update (Parts C and D) pigwe £:66 ), complete
the applicable fields as indicated underm 2809 Update (Parts C and D) Page Field
Instructions _in Part 3.
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Click [Update Form] . If no errors occur, a pop-up message is displayed to confirm
record has been updated.

Click [OK] to close the pop-up.
After updating Parts C and D, the following options are available:

* To update data on the Form 2809 Update (Part A) page,[Rticka] . The
Form 2809 Update (Part A) padgegire 2:64 ) is displayed. For more
information, see the instructions in Step 5.

* To update data on the Form 2809 Update (Part B) page[rdick8] . The
Form 2809 Update (Part B) padeg(re 2:65 ) is displayed. For more
information, see the instructions in Step 8.

» To update data on the Form 2809 Update (Part E) page[rdicle] . The
Form 2809 Update (Part E) padég(re 2:67 ) is displayed. For more
information, see the instructions in Step 14.

* To update another record, cligkancel] to return to the Form 2809 Search
Results page and cli¢gidpdate] next to the applicable record.

To update data on the Form 2809 Update (Part E) régee(2:67 ), complete the
applicable fields as indicated und@rm 2809 Update (Part E) Page Field Instructions
in Part 3.

Click [Update Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been updated.

Click [OK] to close the pop-up.
After updating Part E, the following options are available:

* To update data on the Form 2809 Update (Part A) page,[Rticka] . The
Form 2809 Update (Part A) padgegire 2:64 ) is displayed. For more
information, see the instructions in Step 5.
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» To update data on the Form 2809 Update (Part B) page [réiek8] . The
Form 2809 Update (Part B) padeg(re 2:65 ) is displayed. For more
information, see the instructions in Step 8.

» To update data on the Form 2809 Update (Parts C and D) page, click
[Parts C and D] . The Form 2809 Update (Parts C and D) p&gie 2:66 ) is
displayed. For more information, see the instructions in Step 11.

* To update another record, cligkancel] to return to the Form 2809 Search
Results page and cli¢kpdate] next to the applicable record.

Releasing A 2809 Record

The Release function allows users to release 2809 records for processing.

To release a 2809 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2). The Forms Main Page
(Figure 2:53) is displayed.

2. Click [2809] at the top of the Forms Main Page. The Form 2809 paged 2:54 ) is
displayed.

3. Complete the fields on the Form 2809 page as indicated Boger809 Page Field
Instructions _in Part 3 and click[Submit] . The Form 2809 Search Results page
(Figure 2:59) is displayed. For field descriptions, $&em 2809 Search Results Page
Field Descriptions _in Part 3.

4. Click [Release] next to the applicable record. A pop-up message is displayed to
confirm the record has been released.

5. Click [OK] to close the pop-up.

Canceling A 2809 Record

The Cancel function allows users to cancel the release of 2809 records.

To cancel the release of a 2809 record:

1.

Click [Forms] at the top of the CLER Main Mengigure 1:2 ). The Forms Main Page
(Figure 2:53) is displayed.

Click [2809] at the top of the Forms Main Page. The Form 2809 paged 2:54 ) is
displayed.

Complete the fields on the Form 2809 page as indicated oaer809 Page Field
Instructions _in Part 3 and click[Submit] . The Form 2809 Search Results page
(Figure 2:59) is displayed. For field descriptions, $&em 2809 Search Results Page
Field Descriptions _in Part 3.

Click [Cancel] next to the applicable record. A pop-up message is displayed to confirm
the cancellation of the record’s release.
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5. Click [OK] to close the pop-up.

Maintaining 2810 Records

The 2810 option on the Forms Main Paggure 2:53 ) allows agency users to create a 2810
record in CLER. The CLER 2810 provides carriers with the information they need to upg
their enrollee records. With the proper access authority, forms may be created, deleted
printed, and released for processing. From the input that creates the 2810, CLER will
generate a corrective action file to the carrier through the OPM Data Hub located in Ma
Georgia. It should be noted that this is an option. Agencies may also use other proced
such as fax, hardcopy, etc., to a coordinate corrective action with the carriers.

For more information, see:
Adding A 2810 Record
Viewing A 2810 Record
Updating A 2810 Record
Releasing A 2810 Record
Canceling A 2810 Record

suonanisu| Buissadoid 43710

Adding A 2810 Record

The Add function allows users to add 2810 records.

To add a 2810 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2). The Forms Main Page
(Figure 2:53) is displayed.

2. Click [2810] at the top of the Forms Main Page. The Form 2810 paged 2:68 ) is
displayed.

A L JCR o] ave PRI winiion | oo 2

Form 2210

@

Click the button to add a new Form 2810 record. Enter selection criteria in the following fields and click the SUBMIT
butkton to search for records based on your entries,

Payroll

Office ID* Year® Quarter*
I =l JE2 [
Enrollment
Agency ID POI Code S5M User ID

Last Name First Name Initial

I I —

Display: Al & Releazed O cancelled Mot Released ©  Processed O

Order By: Agency ID = S5M (. Marme r User IL T Status r

SUBMIT I RESETI

Figure 2:68. Form 2810 Page
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3. Click [Add] on the Form 2810 page to display the Form 2810 Add (Part A) page
(Figure 2:69 ).

T o X f | | LOG
A CLER [~ o TN ] |

Form 2810 Add

Enter data for the Form 2810 record and click the Save Form button to save your entries, Fields marked with * are required. Make sure to
click the Save Form butten on each part before clicking the links below to move to another part, When you are satisified with your entries click
the BWEEEEE button to release the form for pracessing, Ifthe form is not releazed, it will not be processed. If you don't want to release the farm
now, you can do it at a later time,

Part & PartBthruF Part G thru H

Part A - Identifying Information

Payroll Personnel
Dffice ID* Tear" Quarter* Office ID
< I 'I I 'l I [Enter this item only if your access is limited to specific PCOI )
Last Mame® First Mame™® Initial
I I I
Address
City* State  Zip
Country
SN+ Date of Birth*
Enrollment Enrollment Annuity Survivor
Code® 1] Effective Date* Claim # Annuity Claim # Report #

I | |
Save Form I Clear ata | Cancell

Figure 2:69. Form 2810 Add (Part A) Page

4. Complete the fields on the Form 2810 Add (Part A) page as indicated under
Form 2810 Add (Part A) Page Field Instructions _in Part 3.

5. Click [Save Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

6. Click [OK] to close the pop-up.

7. Click [Parts B thru F] at the top of the Form 2810 Add (Part A) page. The Form 2810
Add (Parts B thru F) pag€igure 2:70) is displayed.
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Form 2810 Add

@

Enter data for the Forrn 2510 record and click the Save Form button to save your entries. Fields marked with * are required.
Make sure to click the Save Formn button on each part before clicking the links below to move to another part, When you are
satisified with your entries dick the WEEEESE button to release the form for processing, If the form is not released, it will not be
processed, If you don't want to release the form now, you can do it at a later time,

Fart A Part B thru F Part Gthru H

' part B - Termination*

' part € - Transfer In*

' part D - Reinstatement*

 partE- Change in Name of Enrollee*

Last Name First Name Initial

Address (If different from Part &)
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City State zip
I [ =]
Country

=l
Date of Birth 55N Sex

T T we e

 partF - Change in Enrollment/Survivor Annuitant®
New Enrollment Code Number I

Save Form I Clear Data I Cancell

Figure 2:70. Form 2810 Add (Parts B thru F) Page

8. Complete the fields on the Form 2810 Add (Parts B thru F) page as indicated under
Form 2810 Add (Parts B thru F) Page Field Instructions in Part 3.

9. Click [Save Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

10. Click [OK] to close the pop-up.

11. Click [Parts G and H] at the top of the Form 2810 Add (Parts B thru F) page. The
Form 2810 Add (Parts G and H) pag&re 2:71) is displayed.
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Form 2810 Add

Enter data for the Forrn 2810 record and click the Save Form button to save your entries. Fields marked with * are required.
Make sure to dick the Save Form button on each part befare dicking the links below to move to another part, When you are
zatizified with vour entries dick the W button to releasze the form for proceszing. If the form iz not releaszed, it will not be

processed, If you don't want to release the form now, you can do it at a later time,

Fart A Part B thru F Part Gthru H

Part G - Remarks

Remarks (400 charactar max) Date of Death (if applicable)

2

Part H - Date of Notice

Agency Name®

Address*
|
|
|
City* State Fip
| &
Country
=l

Personnel
Agency ID Office ID Agency Use

Last Mame* First Name Initial Date®
Authorized Dfﬁcial:l I I_ I_ I
CONTACLT: Last Name* First Name Initial Phone
Personnel: I I I
Payroll: I I I I

Save Form I Clear Data I Cancell

Figure 2:71. Form 2810 Add (Parts G and H) Page

12. Complete the fields on the Form 2810 Add (Parts G and H) page as indicated under
Form 2810 Add (Parts G and H) Page Field Instructions _ in Part 3.

13. Click [Save Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

14. Click [OK] to close the pop-up.

Viewing A 2810 Record

The View function allows users to view 2810 records.

To view a 2810 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2). The Forms Main Page
(Figure 2:53) is displayed.
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2. Click [2810] at the top of the Forms Main Page. The Form 2810 paged 2:68 ) is
displayed.

3. Complete the fields on the Form 2810 page as indicated Boder810 Page Field
Instructions _in Part 3 and click[Submit] . The Form 2810 Search Results page
(Figure 2:72) is displayed. For field descriptions, $&em 2810 Search Results Page
Field Descriptions _in Part 3.
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Form 2810

Payroll Office ID
Year/ Quarter

First Release Released
Enrolles SS5M Last Name Mame Date By Status
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Records Found:

Figure 2:72. Form 2810 Search Results Page

4. Click [view] next to the applicable record. The Form 2810 View (Part A) page
(Figure 2:73) is displayed. For field descriptions, $eem 2810 View (Part A) Page
Field Descriptions _in Part 3.
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Form 2810 View

Usa the browser Back arrow to zelect another record to view,

Part A PartB thru F  Part Gthru H

Part A - Identifying Information

Payroll Personnel
Dffice ID Year Quarter Office ID
I ;I I ;I I ;I I [Enter thiz iterm only if your access iz limited to specific POI 5]
Last Name First Name Initial
| | —
Address
|
|
|
City State zip
| o=
Country
I =l
5N Date of Birth
Enrollment Enrollment Annuity Survivor
Code i Effective Date Claim # Annuity Claim # Report #
| | I I | | | |
I Date Time
Last Changed: I I I | |
Released: I I I | |
Processed: I I | |

Figure 2:73. Form 2810 View (Part A) Page

5. Click [Parts B thru F] to display the Form 2810 View (Parts B thru F) page
(Figure 2:74). For field descriptions, sé&rm 2810 View (Parts B thru F) Page Field

Descriptions in Part 3.
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Form 2810 Yiew

Use the browser Back arrow to select another record to wview,

Part & PartB thru F  Part G thru H

C Part B - Termination

| part € - Transfer In

| part D - Reinstatement

 partE - Change in Name of Enrollee

Last Name First Name Initial

| I —

Address (If different from Part &)
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City State Zip
| [IES
Country

I =l

Date of Birth 55N Sex

| | | [. miC fEC

C partF - Change in Enrollment/ Survivor Annuitant

New Enrollment Code Mumber I

Figure 2:74. Form 2810 View (Parts B thru F) Page

6. Click [Parts G and H] to display the Form 2810 View (Parts G and H) page
(Figure 2:75). For field descriptions, sé@rm 2810 View (Parts G and H) Page Field

Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the
Form 2810 Search Results page and gligkw] next to the applicable record.
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Form 2810 View

Usa the browser Back arraw to zelect another recard to view,

Part A Part B thru F Part Gthru H

Part G - Remarks

Remarks (400 characker max) Date of Death (if applicable)

I R I I —

[ |

Part H - Date of Notice

Agency Mame

Address

City State zip

[ IS

Country

I =l

Personnel
Agency ID Office ID Agency Use

Last Name First Name Initial Date

o | | —

CONTALT: Last Name First Name Initial Phone

Personnel: I I I_ I
Payroll: | I l_ I

Figure 2:75. Form 2810 View (Parts G and H) Page

Updating A 2810 Record

The Update function allows users to update 2810 records.

To update a 2810 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2). The Forms Main Page
(Figure 2:53) is displayed.

2. Click [2810] at the top of the Forms Main Page. The Form 2810 paged 2:68 ) is
displayed.

3. Complete the fields on the Form 2810 page as indicated Boger810 Page Field
Instructions _in Part 3 and click[Submit] . The Form 2810 Search Results page
(Figure 2:72) is displayed. For field descriptions, $&em 2810 Search Results Page
Field Descriptions _in Part 3.
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4. Click [Update] next to the applicable record. The Form 2810 Update (Part A) page
(Figure 2:76 ) is displayed.

bj\LGLI: ;| payroll Office | Carrier ZL mz;: 1 wansmission |  Reports | g Lo

Form 2§10 Update

@

Enter data for the Form 2810 record and click the Update Form button to save your entries, Fields marked with * are required. Make sure to
click the Update Form butten on each part before clicking the links below o move to another part, When you are satizified with your entries
click the WEEEES button to release the farm for processing, If the form is not released, it will not be processed. If you don't want to release the
form now, you can do it at a later time,

Part A PartBthruF Part G thru H

Part A - Identifying Information
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Payroll Personnel
Dffice ID* Tear" Quarter* Office ID
I 'l I 'I I 'l I [Enter this item only if your access is limited to specific PCOI )
Last Mame® First Nama™® Initial
Address
City* State  Zip
Country
SN+ Date of Birth*
Enrollment Enrollment Annuity Survivor
Code® 1] Effective Date* Claim # Annuity Claim # Report #

Update Form I Clear Data | Cancell

Figure 2:76. Form 2810 Update (Part A) Page

5. To update data on the Form 2810 Update (Part A) page, complete the applicable fields
as indicated unddform 2810 Update (Part A) Page Field Instructions _in Part 3.

6. Click [Update Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been updated.

7. Click [OK] to close the pop-up.
After updating Part A, the following options are available:

» To update data on the Form 2810 Update (Parts B thru F) page, click
[Parts B thru F] . The Form 2810 Update (Parts B thru F) paggu(e 2:77 ) is
displayed. For more information, see the instructions in Step 8.
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Form 2810 Update

kil

Enter data for the Forrn 2510 record and click the Update Forrm button to save your entries, Fields marked with * are required.
Make sure to click the Update Form button on each part before clicking the links below to move to another part. When you are
satizified with your entries dick the WEEEES button to release the form for processing, If the form is not released, it will not be
processed, If you don't want to release the form now, vou can do it 2t 2 later tirme,

Part A Part B thru F o Part G thru H

' part B - Termination*

' part € - Transfer In*

' part D - Reinstatement*

 partE- Change in Name of Enrollee*

Last Name First Name Initial
I I I
Address (If different from Part &)

I
I
I

City State zZip

| &

Country

=l

Date of Birth S5M Sex

T 7 e e

 partF - Change in Enrollment/ Survivor Annuitant®

New Enrollment Code Numbear I

Update Form I Clear Data | Cancell

Figure 2:77. Form 2810 Update (Parts B thru F) Page

* To update data on the Form 2810 Update (Parts G and H) page, click
[Parts G and H] . The Form 2810 Update (Parts G and H) p&gie 2:78 ) is
displayed. For more information, see the instructions in Step 11.

* To update another record, cligkancel] to return to the Form 2810 Search
Results page and cligipdate] next to the applicable record.
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- 2809 2810

Form 2810 Update

Enter data for the Forrn 2810 record and click the Update Forrn button to save vour entries, Fields marked with * are required.
Make sure to dick the Update Forrn button on each part before clicking the links below to move to another part. When you are
zatizified with vour entries dick the W button to releasze the form for proceszing. If the form iz not releaszed, it will not be
processed, If you don't want to release the form now, you can do it at a later time,

Fart A Part B thru F Part Gthru H

Part G - Remarks

Remarks (400 charactar max) Date of Death (if applicable)
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Part H - Date of Notice
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Agency Name®

Address*
I
I
I
City* State  Zip
I [ =
Country
=l
Personnel

Agency ID Office ID Agency Use

Last Mame* First Name Initial Date®
Authorized Dfﬁcial:l I I_ I_ I
CONTACLT: Last Name* First Name Initial Phone
Personnel: I I I
Payroll: I I I I

Update Form I Clear Data I Cancell

Figure 2:78. Form 2810 Update (Parts G and H) Page

8. To update data on the Form 2810 Update (Parts B thru F) pgge ¢:77 ), complete
the applicable fields as indicated unger 2810 Update (Parts B thru F) Page Field
Instructions _in Part 3.

9. Click [Update Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been updated.

10. Click [OK] to close the pop-up.
After updating Parts B thru F, the following options are available:

* To update data on the Form 2810 Update (Part A) page [eticlka] . The
Form 2810 Update (Part A) padgegire 2:76 ) is displayed. For more
information, see the instructions in Step 5.
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* To update data on the Form 2810 Update (Parts G and H) page, click
[Parts G and H] . The Form 2810 Update (Parts G and H) p&gie 2:78 ) is
displayed. For more information, see the instructions in Step 11.

* To update another record, cligkancel] to return to the Form 2810 Search
Results page and cli¢kpdate] next to the applicable record.

11. To update data on the Form 2810 Update (Parts G and H) page £:78 ), complete
the applicable fields as indicated underm 2810 Update (Parts G and H) Page Field
Instructions _in Part 3.

12. Click [Update Form] . If no errors occur, a pop-up message is displayed to confirm the
record has been updated.

13. Click [OK] to close the pop-up.
After updating Parts G and H, the following options are available:

» To update data on the Form 2810 Update (Part A) page,[Rticka] . The
Form 2810 Update (Part A) padgegire 2:76 ) is displayed. For more
information, see the instructions in Step 5.

» To update data on the Form 2810 Update (Parts B thru F) page, click
[Parts B thru F] . The Form 2810 Update (Parts B thru F) paggufe 2:77) is
displayed. For more information, see the instructions in Step 8.

* To update another record, cligkancel] to return to the Form 2810 Search
Results page and cli¢kipdate] next to the applicable record.

Releasing A 2810 Record

The Release function allows users to release 2810 records for processing.

To release a 2810 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2 ). The Forms Main Page
(Figure 2:53) is displayed.

2. Click [2810] at the top of the Forms Main Page. The Form 2810 paged 2:68 ) is
displayed.

3. Complete the fields on the Form 2810 page as indicated Boger810 Page Field
Instructions _in Part 3 and click[Submit] . The Form 2810 Search Results page
(Figure 2:72) is displayed. For field descriptions, $&em 2810 Search Results Page
Field Descriptions _in Part 3.

4. Click [Release] next to the applicable record. A pop-up message is displayed to
confirm the record has been released.

5. Click [OK] to close the pop-up.

Canceling A 2810 Record

The Cancel function allows users to cancel the release of 2810 records.
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To cancel the release of a 2810 record:

1. Click [Forms] at the top of the CLER Main Men@igure 1:2). The Forms Main Page
(Figure 2:53) is displayed.

2. Click [2810] at the top of the Forms Main Page. The Form 2810 paged 2:68 ) is
displayed.

3. Complete the fields on the Form 2810 pagjgufe 2:68 ) as indicated under
Form 2810 Page Field Instructions _ in Part 3 and click[Submit] . The Form 2810
Search Results pageidure 2:72) is displayed. For field descriptions, $eem 2810
Search Results Page Field Descriptions _ in Part 3.

4. Click [Cancel] next to the applicable record. A pop-up message is displayed to co
the cancellation of the record’s release.

5. Click [OK] to close the pop-up.
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Maintaining Transmission Records

The Transmission option allows users to view and maintain transmission files. With proper
access authority, transmission files may be added, released, or canceled.

This section presents more information under the following topics:

Maintaining Online Entry Records

Maintaining Online Entry Records

The Online Entry option on the Transmission Main P&gife 2:79 ) allows users (payroll
offices only) to enter enrollment data online to submit the data to the CLER reconciliation
process as a transmission file. This option is useful for agencies with few enrollment records.

jLGLI: ;  [vayolomice| camer | Forms  [Wanamission] Repors | gi@ 1o

Online Entry

Transmission Main Page

In thiz sedction, the following options may be zeleced above:

File Transfer - Enter the location and name of a file on your local cormputer to be submitted to the CLER reconciliation process
as atransmission file,

Online Entry - Enter one or more individual enrollee records to be submitted to the CLER reconciliation process az a
transmission file,

Figure 2:79. Transmission Main Page

For more information, see:
Adding An Online Entry Record

Viewing An Online Entry Record

Viewing An Online Entry Enrollee Record

Updating An Online Entry Enrollee Record

Deleting An Online Entry Enrollee Record

Adding An Online Entry Enrollee Record

Updating An Online Entry Record

Releasing An Online Entry Record

Canceling An Online Entry Record

Adding An Online Entry Record
The Add function allows users to add transmission online entry records.

To add an online entry record:

1. Click [Transmission] at the top of the CLER Main Men@igure 1:2). The
Transmission Main Pag€igure 2:79) is displayed.

2. Click [Online Entry] at the top of the Transmission Main Page. The Transmission
Online Entry pageRgure 2:80) is displayed.
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Transmission Online Enby

@

Click the m button to add a new Transmission Online Entry record. Enter selecion criteria in the following fields and click
the SUBMIT button to search for records based on your entries,

Payroll

office ID Year Quarter

Order By: 1D [ “rearf Quarter r
SUBMIT I RESET |

Figure 2:80. Transmission Online Entry Page

3. Click [Add] on the Transmission Online Entry page to display the Transmission O
Entry Add pageFRigure 2:81).
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Transmisson Online Enby Add
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Enter data for the Transmission ©nline Entry record and click the Add Record button to save your entries, Fields marked with *
are required,

Payroll

Office ID#* Yeart Quarter*

[—] | 1 |

As of Date Processing Code®

= = eI )| =l
Add Record I Clear Data I Cancel I

Figure 2:81. Transmission Online Entry Add Page

4. Complete the fields on the Transmission Online Entry Add page as indicated under
Transmission Online Entry Add Page Field Instructions in Part 3

5. Click [Add Record] . If no errors occur, a pop-up message is displayed to confirm the
record has been added.

6. Click [OK] to close the pop-up.

Note: To add another record, cligkancel] to refresh the Transmission Online Entry
Add page and complete the fields for the new record.

Viewing An Online Entry Record

The View function allows users to view transmission online entry records.

To view an online entry record:

1. Click [Transmission] at the top of the CLER Main Menagidgure 1:2 ). The
Transmission Main Pag€igure 2:79) is displayed.
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2. Click [Online Entry] at the top of the Transmission Main Page. The Transmission
Online Entry pagergure 2:80) is displayed.

3. Complete the fields on the Transmission Online Entry page as indicated under
Transmission Online Entry Page Field Instructions in Part 3 and click[Submit] . The
Transmission Online Entries Search Results paigeré 2:82 ) is displayed. For field
descriptions, se®&ansmission Online Entries Search Results Page Field

Descriptions in Part 3.

Note: The Transmission Online Entries Search Results page allows agencies to reuse
the enrollment data from a previous quarter for the online transmission of enrollment
data in the current quarter. To reuse a previous quarter’s enrollment data, complete the
Year and Quarter fields as indicated untensmission Online Entries Search

Results Page Field Descriptions _ in Part 3 and select the radio button in the Select

field located next to the applicable quarter’s enrollment data record.

After selecting the applicable radio button, the following options are available:

* To refresh the page, cli¢Reset].

* To use the selected quarter’s enrollment data record for the online transmission to
CLER, click[Submit] . If no errors occur, a pop message is displayed to confirm
the record has been added. Cliok] to close the pop-up.

j{ ( :LER "payroll Office |  Camier | Forms  [Transmission| Reports | @ oo
i Eile R rAnsTer Online Entry

Transmission Online Entries

To create a new (duplicate) transmission entry, choose the desired year and quarter and make a zeledion on the left

Year Quarter

— SUBMIT | RESETI

Submission Release
SELECT iD Year Qb Date # Code Date Status  Records Options

Ve I Ut W aoa W Upsate
T N N
Ve I Ut W aoa W Upsate
Ve B Lot B i Upaie |
'l m Update @R eleaze

Figure 2:82. Transmission Online Entries Search Results Page

4. Click [view] next to the applicable record. The Transmission Online Entry View page
(Figure 2:83) is displayed. For field descriptions, Seensmission Online Entry View
Page Field Descriptions _in Part 3.

Note: To view another record, click your browser’s Back button to return to the
Transmission Online Entries Search Results page and\¢kel next to the
applicable record.

2:74 Maintaining Online Entry Records



Title 10, Chapter 1
CLER for Agencies

G R e o e 88

Transmisson Online Entry Yiew

Use the browser Back arrow to zelect another record to view,

Payroll
Dffice ID Year Quarter
I =l JE2 I T
@)
As of Date Processing Code |-'|_-|
S IES = =l ps)
i
Submission Status g
— — ®
.
{1 Date Time =
Last Changed: I I I | | =
@
=
=
(@]
=
o
=
(]

Figure 2:83. Transmission Online Entry View Page

Viewing An Online Entry Enrollee Record

The View function allows users to view online entry enrollee records.

To view an online entry enrollee record:

1. Click [Transmission] at the top of the CLER Main Menagidgure 1:2 ). The
Transmission Main Pag€igure 2:79) is displayed.

2. Click [Online Entry] at the top of the Transmission Main Page. The Transmission
Online Entry pageRgure 2:80) is displayed.

3. Complete the fields on the Transmission Online Entry page as indicated under
Transmission Online Entry Page Field Instructions in Part 3 and click[Submit] . The
Transmission Online Entries Search Results paigeré 2:82 ) is displayed. For field
descriptions, se@&ansmission Online Entries Search Results Page Field

Descriptions _in Part 3.

4. Click [List] next to the applicable record. The Transmission Online Entry Enrollees
Search Results pageidure 2:84 ) is displayed. For field descriptions, see
Transmission Online Entry Enrollees Search Results Page Field Descriptions in
Part 3.

:i(:l ER |Payroll0fﬂcaT Carrier T Forms fmT Reports B o
i FIE TELEy Online Entry

Transmission Online Entry Enrolleas

i Year Qb Enrollee 55N Last Name First Name Code Agency POI Dptions

R D B

Records Found:

Figure 2:84. Transmission Online Entry Enrollees Search Results Page
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5. Click [view] next to the applicable record on the Transmission Online Entry Enrollees
Search Results page. The Transmission Online Entry Enrollees View page
(Figure 2:85) is displayed. For field descriptions, Seensmission Online Entry
Enrollees View Page Field Descriptions _ in Part 3.

Note: To view another record, click your browser’s Back button to return to the
Transmission Online Entry Enrollees Search Results page andvidiek next to the
applicable record.

:i( :LI: , [ vayrolloffice | camier | Forms  [Tramsmission| Reports | @@ 00
3 FE ey Online Entry

Transmission Online Entry Enrollees View

Use the browzer Back arrow to zelect another record to view,
Payroll
Dffice ID Year Quarter
Enrollment
Agency POI Code S5N
Last Name First Name Middle Name
Effective Date Amount
Deceased
Annuitant 55N Pseudo 55N Other Payroll ID Other Carvier ID
Submitter Use #1 Submitter Use #2 Submitter Use #3

ID Date Time
Last Changed: I I_ I_ I I

Figure 2:85. Transmission Online Entry Enrollees View Page

Updating An Online Entry Enrollee Record

The Update function allows users to update online entry enrollee records.

To update an online entry enrollee record:

1. Click [Transmission] at the top of the CLER Main Men@igure 1:2). The
Transmission Main Pag€igure 2:79) is displayed.

2. Click [Online Entry] at the top of the Transmission Main Page. The Transmission
Online Entry pagergure 2:80) is displayed.

3. Complete the fields on the Transmission Online Entry page as indicated under
Transmission Online Entry Page Field Instructions in Part 3 and click[Submit] . The
Transmission Online Entries Search Results paigeré 2:82 ) is displayed. For field
descriptions, se®&ansmission Online Entries Search Results Page Field

Descriptions in Part 3.

4. Click [List] next to the applicable record. The Transmission Online Entry Enrollees
Search Results pageidure 2:84 ) is displayed. For field descriptions, see
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Transmission Online Entry Enrollees Search Results Page Field Descriptions in
Part 3.

Click [Update] next to the applicable record on the Transmission Online Entry
Enrollees Search Results pag®@re 2:84 ). The Transmission Online Entry Enrollees

Update pageFgure 2:86 ) is displayed.

jg ( : I I : | Payroll Office [ Carrier T Forms [m] Reports 28 0
L P iy Online Entry @)
Transmission Online Entry Enrollees Update |-'|_-|
3 Py
Enter data for the Transmiszion Online Entry Enrollee record and click the Update Record button to save your entries. Fields E
rnarked with * are required. o
®
Payroll n
Office ID Year Quarter (28
[ A I 3
«Q
Enrollment a
Agency®* POI* Code* SEN* =3
— =
(@]
=
Last Name* First Name* Middle Name %
I I Z

Effective Date Amount

Deceasad
Annuitant 55N Pseudo S5N

Other Payroll ID oOther Carrier ID

Submitter Use #1

Submitter Use #2 Submitter Use #3

Update Recard I

Clear Data Cancal I

Figure 2:86. Transmission Online Entry Enrollees Update Page

6.

Complete the fields on the Transmission Online Entry Enrollees Update page as
indicated undeTransmission Online Entry Enrollees Update Page Field Instructions
in Part 3.

Click [Update Record] . If no errors occur, a pop-up message is displayed to confirm
the record has been updated.

Click [OK] to close the pop-up.

Note: To update another record, cligkancel] to return to the Transmission Online
Entry Enrollees Search Results page and ¢lipHate] next to the applicable record.

Deleting An Online Entry Enrollee Record

The Delete function allows users to delete online entry enrollee records.

To delete an online entry enrollee record:

1. Click [Transmission] at the top of the CLER Main Men@igure 1:2). The
Transmission Main Pag€igure 2:79) is displayed.

2. Click [Online Entry] at the top of the Transmission Main Page. The Transmission

Online Entry pageRgure 2:80) is displayed.

Maintaining Online Entry Records
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3. Complete the fields on the Transmission Online Entry page as indicated under
Transmission Online Entry Page Field Instructions in Part 3 and click[Submit] . The
Transmission Online Entries Search Results paigeré 2:82 ) is displayed. For field
descriptions, se®&ansmission Online Entries Search Results Page Field

Descriptions _in Part 3.

4. Click [List] next to the applicable record. The Transmission Online Entry Enrollees
Search Results pageidure 2:84 ) is displayed. For field descriptions, see
Transmission Online Entry Enrollees Search Results Page Field Descriptions in
Part 3.

5. Click [Delete] next to the applicable record on the Transmission Online Entry
Enrollees Search Results page. A pop-up message is displayed asking the user to
approve the deletion.

6. Click [OK] to delete the record and close the pop-up.

Adding An Online Entry Enrollee Record

The Add function allows users to add online entry enrollee records.

To add an online entry enrollee record:

1. Click [Transmission] at the top of the CLER Main Men@igure 1:2). The
Transmission Main Pag€igure 2:79) is displayed.

2. Click [Online Entry] at the top of the Transmission Main Page. The Transmission
Online Entry pageRgure 2:80) is displayed.

3. Complete the fields on the Transmission Online Entry page as indicated under
Transmission Online Entry Page Field Instructions in Part 3 and click[Submit] . The
Transmission Online Entries Search Results paigeré 2:82 ) is displayed. For field
descriptions, se®&ansmission Online Entries Search Results Page Field

Descriptions _in Part 3.

4. Click [Add] next to the applicable record on the Transmission Online Entries Search
Results pager(gure 2:82 ). The Transmission Online Entry Enrollees Add page
(Figure 2:87)) is displayed.
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Figure 2:87. Transmission Online Entry Enrollees Add Page
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j d—R : Payroll Office ( Carrier T Forms [ Transmission Reports i}gﬁ 55
¥ 7 ko Onling Entry
Transmission Online Enty Enrollees Add
Enter data for the Transmission Online Entry Enrollee record and click the Add Record button to save vour entries, Fields
rmarked with * are required.
Payroll
Dffice ID Year Quarter
Enrollment
Agency® POI* Code* SEN*
Last Name* First Name* riddle Mame
Effective Date Amount
Deceasad
Annuitant 55N Pseudo 55N Other Payroll ID Other Carrier ID
Submitter Use #1 Submitter Use #2 Submitter Use #3
Add Record I Clear Data | Cancal

5. Complete the fields on the Transmission Online Entry Enrollees Add page as indicated

underTransmission Online Entry Enrollees Add Page Field Instructions

in Part 3.

6. Click [Add Record] . If no errors occur, a pop-up message is displayed to confirm the

record has been added.

7. Click [OK] to close the pop-up.

Note: To add another record, cli¢Rancel] to refresh the Transmission Online Entry

Enrollees Add page and complete the fields for the new record.

Updating An Online Entry Record

The Update function allows users to update online entry records.

To update an online entry record:

1. Click [Transmission] at the top of the CLER Main Men@igure 1:2). The
Transmission Main Pag€igure 2:79) is displayed.

2. Click [Online Entry] at the top of the Transmission Main Page. The Transmission

Online Entry pageRgure 2:80) is displayed.

3. Complete the fields on the Transmission Online Entry page as indicated under

Transmission Online Entry Page Field Instructions

in Part 3 and click[Submit] . The

Transmission Online Entries Search Results paigeré 2:82 ) is displayed. For field

descriptions, se@ansmission Online Entries Search Results Page Field
Descriptions _in Part 3.

4. Click [Update] next to the applicable record on the Transmission Online Entries
Search Results page. The Transmission Online Entry Updatefiqge 2:88 ) is

displayed.

Maintaining Online Entry Records
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j\LGLI: . fPaerIIOFﬂce( Carrier T Forms fmT Reports @ oo

Transmisson Online Entry Update

Enter data for the Transmission @nline Entry record and click the Update Record button to save your entries, Fields marked
with * zare required.

Payroll

Office ID* Tear® Quarter®

I JET =21 =

As of Date* Processing Code®

[FEIE ) I B =l =l
Update Record I Clear Data I Cancel I

Figure 2:88. Transmission Online Entry Update Page

5. Complete the applicable fields on the Transmission Online Entry Update page as
indicated undeTransmission Online Entry Update Page Field Instructions in Part 3.

6. Click [Update Record] . If no errors occur, a pop-up message is displayed to confirm
the record has been updated.
7. Click [OK] to close the pop-up.

Note: To update another record, cligkancel] to return to the Transmission Online
Entries Search Results page and dligddate] next to the applicable record.

Releasing An Online Entry Record

The Release function allows users to release online entry records for transmission to CLER.

To release an online entry record:

1. Click [Transmission] at the top of the CLER Main Men@igure 1:2). The
Transmission Main Pag€igure 2:79) is displayed.

2. Click [Online Entry] at the top of the Transmission Main Page. The Transmission
Online Entry pagergure 2:80) is displayed.

3. Complete the fields on the Transmission Online Entry page as indicated under
Transmission Online Entry Page Field Instructions in Part 3 and click[Submit] . The
Transmission Online Entries Search Results paigeré 2:82 ) is displayed. For field
descriptions, se®&ansmission Online Entries Search Results Page Field

Descriptions in Part 3.

Note: The[Release] button is only displayed next to online entry records that contain
enrollee records.

4. Click [Release] next to the applicable entry record. A pop-up message is displayed to
confirm the record has been released.

5. Click [OK] to close the pop-up.
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Canceling An Online Entry Record

The Cancel function allows users to cancel the transmission of online entry records. Canceled
records will be held and may be viewed or released at a later time within that reconciliation
year and quarter.

To cancel the transmission of an online entry record:

1.

Click [Transmission] at the top of the CLER Main Mengigure 1:2). The
Transmission Main Pag€igure 2:79) is displayed.

Click [Online Entry] at the top of the Transmission Main Page. The Transmission
Online Entry pagergure 2:80) is displayed.

Complete the fields on the Transmission Online Entry page as indicated under
Transmission Online Entry Page Field Instructions in Part 3 and click[Submit] . The
Transmission Online Entries Search Results paigeré 2:82 ) is displayed. For field
descriptions, se@ansmission Online Entries Search Results Page Field

Descriptions _in Part 3.

Note: The[Cancel] button is only displayed next to online entry records that contain
enrollee records that have been released for transmission to CLER.
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Click [Cancel] next to the applicable online entry record. A pop-up message is
displayed to confirm the transmission of the record has been canceled.

Click [OK] to close the pop-up.
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Viewing Reports

The Reports option allows users to create customized reports based on information in CLER.

This section presents more information under the following topics:
piewing Payroll Discrepancy Listing (Report 1) -

Viewing Discrepancy Summary (Report 2)

Viewing Payroll Office Reconciliation (Report 3)

Viewing Carrier Reconciliation (Report 4)

Viewing Payroll Office Enrollment Transmission (Report 5)

Viewing Carrier Enrollment Transmission (Report 6)

Viewing Enrollment Change Summary (Report 7)

Viewing Carrier Gain/Loss Summary (Report 8)

Viewing Reconciliation Reason Summary (Report 9)

Viewing Reconciliation Action Summary (Report 10)

Viewing Reconciliation Summary (Report 11)

pViewing Carrier Discrepancy Listing (Report 12) -

pViewing Payroll Discrepancy Listing (Report 1)

The Payroll Discrepancy Listing (Report 1) option on the Reports Selection page

(Figure 2:89) allows users to view the Payroll Discrepancy Listing report. This report
provides a listing by payroll office identification number of payroll office and carrier enrollee
records that match, as well as records marked with payroll office warning and discrepancy

codes.

ji GI 1: . Payroll Office | Carier | Forms | Transmission | Reports TR
5

Reports Selection I 1, Payrall Discrepancy Listing jﬂl

Select 3 report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected abowve:

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows camparison of discrepancies accurring in one quarter with those that occurred in any other quarter,

3. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled,

4. Carrier Reconciliation - Shows each enrollee that has a discrepancy and that the Payroll Sffice has determined itto be a problem with the
Cartier’ s recards,

5. Payroll Office Enrollment Transmission - Shows the timelinezs of the transmiszion of quarterly Payroll Office enrollment data.

6. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data,

7. Enroll t Change S y - Shows how enrollment changes occur between one quarter and any prior quarter,

8. Carrier Gain/Loss Summary - Shows how enrollment changes occur between one quarter and any prior quarter,

9, Reconciliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process for 2 single
quatter,
10. Reconciliation Action Summary - Shows what had to be carrected during the reconciliation process for a single quarter,
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each dizcrepancy,

Figure 2:89. Reports Selection Page

To view a Payroll Discrepancy Listing report:

1. Click [Reports] at the top of the CLER Main Mengigure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2:82 " Viewing Payroll Discrepancy Listing (Report 1)
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2. Click the drop-down menu on the Reports Selection page and select
[Payroll Discrepancy Listing]

3. Click [GO] to display the Payroll Discrepancy Listing (Report 1) p&gife 2:90 ).

ji SI I: = ' payroll omca] Carrier ] Forms ]Tlansrnission Reports f@ Lo

Reports Selection I 1. Payrall Discrepancy Listing j GOl

1. Payroll Discrepancy Listing

Enter selaction criteria in the following fields, select the autput aption from the baow at the bottom left and click the SUBMIT button to dizplay
the report or send itto a spreadsheet ar texvt file on your computer. Reports may be printed by using the browser's print function. Fields marked
with * are required, Leawving an entry blank will return all values for that field, You must make at least two selection entries in addition to the
required items,
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Payroll
Office ID* Yeart Quarter® Fail Count 55N Other ID
[Eoctonot s [zooeE] [ZE  From | From | From |
To I To I To I
Personnel Enrollment Ermror Warning
Agency Office ID Carrier Code Code Code
I I == L =" H
an, AGE0

Discrepancies:  All ¥} Unreconciled €0 Errors €0 Warnings {0 Reconciled {7 Mone £ Mot WYalidated {0

Order By: 1zt [Mame j Znd [SENO j 3rd

[
4th =] stk =] &tk =

Check box to create report without totals: O

Cisplay the report j SUBMITI RESETI

Figure 2:90. Payroll Discrepancy Listing (Report 1) Page

4. Complete the fields on the Payroll Discrepancy Listing (Report 1) page as indicated
underPayroll Discrepancy Listing (Report 1) Page Field Instructions in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:
» Display the report
* Save report as a spreadsheet

» Save report as a text file

6. Click [Submit] to display the Payroll Discrepancy Listing rep@itigre 2:91 ) in the
selected format. 24900002 , 24900003 , or 160099XX was entered in the
Payroll Office ID field on the Payroll Discrepancy Listing (Report 1) page, the Payroll
Discrepancy Listing (Other ID) reporigure 2:92 ) is displayed. For field
descriptions, seRayroll Discrepancy Listing (Report 1) Field Descriptions in Part 3.

Note: To return to the Payroll Discrepancy Listing (Report 1) page, close the report.

" Viewing Payroll Discrepancy Listing (Report 1) 2:83
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Payroll Discrepancy Listing
Payroll Office = and ¥ear = and Quarter = and S5MC from =
Payrofl Office Carrier
SSN Name Code Eff. Date Whid Amt Agency POI Mame Code Eff. Date Discrepancy Fail Count
Errors:
Warmings:
Total Records:
Figure 2:91. Payroll Discrepancy Listing Report
Payroll Discrepancy Listing
Payroll Office = and Year = and Quarter = and S55MC from = and S5MHO ta = and Carrier Id =
Paprofl Office Carrier
OTHER ID 55N Name Code Eff. Date Whid Amt Name Code Eff. Date Discrepancy Fail Count
Errors:
Wamings:
Total Records:

Figure 2:92. Payroll Discrepancy Listing (Other ID) Report

-

Viewing Discrepancy Summary (Report 2)

The Discrepancy Summary (Report 2) option on the Reports SelectionzageZ:89 )

allows users to view the Discrepancy Summary report. This report provides a comparison of
the number of enrollee records with discrepancies occurring in one quarter with those that
occurred in any other quarter.

To view a Discrepancy Summary report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Discrepancy Summary]

3. Click [GO] to display the Discrepancy Summary (Report 2) pageré 2:93).

2:84 Viewing Discrepancy Summary (Report 2)
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j\LGLER | Payroll OﬁiceT Carrier T Forms Tﬂansnﬂssionm

Reports Selection I 2, Discrepancy Summary ;I GOI

2. Discrepancy Summary

Enter selaction criteria in the following fizlds, select the output option from the box at the bottorn laft and click the SUBMIT
button to dizplay the report or zend it to a spreadzheest or text file on your computer. Reports may be printed by using the
browser's print function, Leaving an entry blank will return all values for that field,

Payroll Enrollment Fail
Year® Quarter® Office ID* Carrier Code Count
To I - I I - I To I
|Display the report =] susmIT | RESET |

Figure 2:93. Discrepancy Summary (Report 2) Page

4. Complete the fields on the Discrepancy Summary (Report 2) page as indicated u
Discrepancy Summary (Report 2) Page Field Instructions in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

» Save report as a text file

6. Click [Submit] to display the Discrepancy Summary repsigyre 2:94 ) in the
selected format. For field descriptions, $é&repancy Summary (Report 2) Field

Descriptions _in Part 3.
Note: To return to the Discrepancy Summary (Report 2) page, close the report.

Discrepancy Summary
Payroll Office =

Year Quarter Change

From To Actual Percent
Payroll Office:
Total Enrolles Records
Total Matches Faund
Total Discrepancies Found
Total Discrepancies Reconciled
Percent Discrepancies Reconciled

Figure 2:94. Discrepancy Summary Report

Viewing Discrepancy Summary (Report 2) 2:85
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Viewing Payroll Office Reconciliation (Report 3)

The Payroll Office Reconciliation (Report 3) option on the Reports Selection page

(Figure 2:89 ) allows users to view the Payroll Office Reconciliation report. This report lists
each enrollee record that has a discrepancy and indicates whether that discrepancy has been
reconciled.

To view a Payroll Office Reconciliation report:

1. Click [Reports] at the top of the CLER Main Mengigure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Payroll Office Reconciliation]

Click [GO] to display the Payroll Office Reconciliation (Report 3) paggufe 2:95 ).

ﬁi C:l I:R  Payroll Office |  Camier | Forms | Transmission [ Reports | @@ Lo°

Reparts Selection I 3. Payroll Office Recaonciliation j GO|

3. Payroll Office Reconciliation

Enter selection criteria in the fallowing fizlds, selact the output option from the box atthe bottom left and click the SURMIT button to display
the report or send itto a spreadsheet or text file on your computer, Reports may be printed by using the browser's print function, Fields marked
with * are required. Leawing an entry blank will return all values for that field, wou mustmake atleazttwo selection entries in addition to the
required items,

Payroll Reconciliation
Office ID* Teart Quarter® Fail Count Date 55N

Bl [zoozll [fE  rom[ | eom[ E[ | =l From |
To | o | EHl Hl  H e |

Personnel Enrollment
Agency Office ID Carvier Code User ID Other ID - From Other ID - To
| 3 I I |
e, AGA0
Drder By: lstIName j 2nd| j Zrd I ﬂ
4th | =] st | =l &k | =l

Check bax to create report without totals: O

Display the report j SUBMIT I RESET |

Figure 2:95. Payroll Office Reconciliation (Report 3) Page

4. Complete the fields on the Payroll Office Reconciliation (Report 3) page as indicated
underPayroll Office Reconciliation (Report 3) Page Field Instructions in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

» Save report as a text file

6. Click [Submit] to display the Payroll Office Reconciliation repdtig(re 2:96 ) in the
selected format. 24900002 , 24900003 , or 160099XX was entered in the

2:86 Viewing Payroll Office Reconciliation (Report 3)
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Payroll Office ID field on the Payroll Office Reconciliation (Report 3) page, the
Payroll Office Reconciliation (Other ID) reporigure 2:97 ) is displayed. For field
descriptions, seRayroll Office Reconciliation (Report 3) Field Descriptions in Part 3.

Note: To return to the Payroll Office Reconciliation (Report 3) page, close the report.

Payroll Office Reconciliation

Payrall Office = and Year = and Quarter = and SSMO from = and SEMO to = and Agency =
and Carrier Id =
Reconciliation
S5M MName Carrier Agency POI Code Reason Date User ID Action Fail Count
With Errors:

Without Errors:
Total Records:
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Figure 2:96. Payroll Office Reconciliation Report

Payroll Office Raconciliation

Payrall Office = and Year = and Quarter =  and S5HO from = and S55HO to = and PO OTHER
fram = and PO OTHER to = and Carrier Id =
Reconciliation
OTHER ID SSN Name Carrier Code Reason Date User ID Action Fail Count
With Errors:

Without Ervors:
Total Records:

Figure 2:97. Payroll Office Reconciliation (Other ID) Report

Viewing Carrier Reconciliation (Report 4)

The Carrier Reconciliation (Report 4) option on the Reports Selection pigge £:89 )

allows users to view the Carrier Reconciliation report. This report lists each enrollee record
that has a discrepancy that the payroll office has determined to be a problem with the
carrier’s records.

To view a Carrier Reconciliation report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Carrier Reconciliation]

3. Click [GO] to display the Carrier Reconciliation (Report 4) perigufe 2:98 ).

Viewing Carrier Reconciliation (Report 4) 2:87
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>j\LGLI: ;  [Payrolloffice | camier | Forms | Tansmission [Reports | @8 o0

Reports Selection | 4. Carrier Reconciliation =l Go|

4. Carvier Reconciliation

Enter zelaection criteria in the follawing fields, select the sutput option frem the bon at the bottom left and click the SUBMIT butten to display
the report or send itto a spreadsheet or text file on your computer, Reports may be printed by using the browser's print function. Fields marked
with * are required. Leawing an entry blank will return all values for that field, You must make atleasttwo selection entries besides the required
items,

Reconciliation
Carrier ID* Tear Quarter Date 55N

[zo03F [+E  rom|[ EI[ H =l From|
© | E EHl  EH e |

Payroll Entollment

Dffice ID Code User ID
H L=

Order By: 1zt | Marne j 2nd ﬂ 2rd ;l
4th j Sth j ath ;|

Check bax to create report without totals: [N

Cisplay the repart j SUBMIT I RESET |

Figure 2:98. Carrier Reconciliation (Report 4) Page

4. Complete the fields on the Carrier Reconciliation (Report 4) page as indicated under
Carrier Reconciliation (Report 4) Page Field Instructions in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

* Save report as a text file

6. Click [Submit] to display the Carrier Reconciliation repdfig(re 2:99 ) in the selected
format. For field descriptions, s@arrier Reconciliation (Report 4) Field Descriptions
in Part 3.

Note: To return to the Carrier Reconciliation (Report 4) page, close the report.

2:88 Viewing Carrier Reconciliation (Report 4)
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Carvier Reconciliation
Payrall Office = and Year = and Quarter =  and S5HO from = and S55HO to = and Carrier Id =

Carrier
55M Enrollee Enrollment Code  Payroll Office Contact Reason Code

Payproll Office Comments

Carrier Comments

Total Records:

Figure 2:99. Carrier Reconciliation Report
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Viewing Payroll Office Enrollment Transmission (Report 5)

The Payroll Office Enrollment Transmission (Report 5) option on the Reports Selection a9
(Figure 2:89) allows users to view the Payroll Office Enrollment Transmission report. This
report provides information regarding the timeliness of the transmission of quarterly payroll
office enrollment data.

To view a Payroll Office Enrollment Transmission report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Payroll Office Enrollment Transmission]

3. Click [GO] to display the Payroll Office Enrollment Transmission (Report 5) page
(Figure 2:100).

Viewing Payroll Office Enrollment Transmission (Report 5) 2:89
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.j\LGLE—R |Payroli Office |  Camier | Forms | Transmission [Reports | @ 105

Reports Selection | 5. Payroll Office Enrollment Transmission [#] Go|

@

5. Payroll Office Enrollment Transmission

Enter selection criteria in the following fields, select the output option from the bow at the bottom left and click the SUBMIT button to display
the report or send itto a spreadsheet or text file on your computer, Reports may be printed by using the browser's print function. Fields marked
with * are raquired. Leawing an entry blank will return all values for that fiald,

Payroll
Quarter* Office ID

1o |zooz[E] [+

Transmissions:  All (¥ Accepted {0 Rejected {0 Mot Received {0

Order By: lstIPal,'roll cffice |7 2nd I =l =rd I =l

Check bow to create report without totals: [N

Cisplay the report j SUBMITI RESETl

Figure 2:100. Payroll Office Enrollment Transmission (Report 5) Page

4. Complete the fields on the Payroll Office Enrollment Transmission (Report 5) page as
indicated undePayroll Office Enrollment Transmission (Report 5) Page Field
Instructions _in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

* Save report as a text file

6. Click [Submit] to display the Payroll Office Enrollment Transmission report
(Figure 2:101 ) in the selected format. For field descriptions, B&eoll Office
Enroliment Transmission (Report 5) Field Descriptions in Part 3.

Note: To return to the Payroll Office Enroliment Transmission (Report 5) page, close
the report.

2:90 Viewing Payroll Office Enrollment Transmission (Report 5)
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Payroll Office Enrollment Transmission

From vearQuarter = to Year'Quarter =
Payroll Office
ID Mame Year Quarter Date Due Submission Date Status
Accepted:
Rejected:

Not Received:
Total:

Figure 2:101. Payroll Office Enrollment Transmission Report
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Viewing Carrier Enrollment Transmission (Report 6)

The Carrier Enrollment Transmission (Report 6) option on the Reports Selection page
(Figure 2:89 ) allows users to view the Carrier Enroliment Transmission report. This report
provides information regarding the timeliness of the transmission of quarterly carrier
enrollment data.

To view a Carrier Enrollment Transmission report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Carrier Enrollment Transmission]

3. Click [GO] to display the Carrier Enrollment Transmission (Report 6) page
(Figure 2:102).

Viewing Carrier Enrollment Transmission (Report 6) 2:91
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Reparts Selection I &, Carrier Enrallment Transmission j GO|

6. Carvier Enrollment Transmission

Enter zelaction criteria in the follawing fields, selact the autput aption from the box at the bottom left and click the SUBMIT buttan to dizplay
the report or send itto a spreadsheet or teut file on your computer. Reports may be printed by using the browser's print function. Fields marked
with * are required, Leawving an entry blank will return all values for that field,

Quarter* Carvier Id

Transmissions:  All (¥ Accepted {0 Rejected §) Mot Received {0

Order By: lstICarrierID j Znd I ;I 3rd| j

Check bax to create report without totals: |

Cisplay the report j SUBMIT I RESET |

Figure 2:102. Carrier Enrollment Transmission (Report 6) Page

4. Complete the fields on the Carrier Enrollment Transmission (Report 6) page as
indicated undecCarrier Enrollment Transmission (Report 6) Page Field Instructions in
Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

» Save report as a text file

6. Click [Submit] to display the Carrier Enrollment Transmission repeiguce 2:103 ) in
the selected format. For field descriptions, Seeier Enrollment Transmission
(Report 6) Field Descriptions _in Part 3.

Note: To return to the Carrier Enrollment Transmission (Report 6) page, close the
report.

2:92 Viewing Carrier Enroliment Transmission (Report 6)
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carrier Enrollment Transmission

From vear' Quarter = to YearQuarter =
Carrier
Manme Year Quarter Date Due Submission Date Status
Accepted:
Rejected:
Mot Received:
Total:

Figure 2:103. Carrier Enrollment Transmission Report
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Viewing Enrollment Change Summary (Report 7)

The Enrollment Change Summary (Report 7) option on the Reports Selection page
(Figure 2:89 ) allows users to view the Enrollment Change Summary report. This report lists
additions and changes in enroliment between carriers and enrollment codes when comparing
one quarter to any prior quarter.

To view an Enrollment Change Summary report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Enrollment Change Summary]

3. Click [GO] to display the Enrollment Change Summary (Report 7) page
(Figure 2:104 ).

.’:\LGLI: = EPavroIIOFﬂce( Carrier T Forms T‘I'nansnﬁssionf' Reports M

Reports Selection I 7. Enrollment Change Summary ;I GOl

7. Enroll t Change S ¥

Enter selection criteria in the following fields, select the output option from the bou at the bottom left and click the SUBMIT buttan to display
the report or send itto a spreadsheet or text file on your computer, Reports may be printed by using the browser's print function. Fields marked
with * are required. Leawing an entry blank will return all values for that fisld,

Payroll Enrollment
Quarter* Office ID* Carrier Code
[E 2 [ =51 4

1o |zoos[E] [+

Check box to create report without totals: |

Dizplay the repart ﬂ SUBMIT I RESET |

Figure 2:104. Enroliment Change Summary (Report 7) Page
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4. Complete the fields on the Enrollment Change Summary (Report 7) page as indicated
underEnrollment Change Summary (Report 7) Page Field Instructions in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

* Save report as a text file

6. Click [Submit] to display the Enrollment Change Summary ref@gufe 2:105 ) in
the selected format. For field descriptions, Beellment Change Summary
(Report 7) Field Descriptions _ in Part 3.

Note: To return to the Enroliment Change Summary (Report 7) page, close the report.

Enrollment Change Summary

Payroll Office = and From Year GQtr = To Year Gtr =
From To Change Erroflees
Carrier Code # Wy New / Add Left/Drop

Total Records:

Figure 2:105. Enrollment Change Summary Report

Viewing Carrier Gain/Loss Summary (Report 8)

2:94

The Carrier Gain/Loss Summary (Report 8) option on the Reports Selection page
(Figure 2:89 ) allows users to view the Carrier Gain/Loss Summary report. This report
provides information regarding the movement of enrollees between carriers and plans
(enrollment codes) when comparing one quarter to any prior quarter.

To view a Carrier Gain/Loss Summary report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Carrier Gain/Loss Summary]

3. Click [GO] to display the Carrier Gain/Loss Summary (Report 8) peigeré 2:106 ).

Viewing Carrier Gain/Loss Summary (Report 8)
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Reports Selection I 2, Carrier GainfLoss Summary d GO|

8. Carvier Gain/Loss Summary

Enter selection criteria in the following fizlds, select the output option from the box atthe bottom left and click the SUBMIT button to display
the report or send itto a spreadsheet ar teut file an your computer. Reports raay be printed by using the browser's print function, Fields marked
with * are required, Leawving an entry blank will return all values for that field,

Enrollment Payroll
Year* Quartert Carrier* Code Dffice ID

S s N e - =

1o |2ooz3] [+

Check bax to create report without totals: |

Cisplay the report j SUBMIT I RESET |
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Figure 2:106. Carrier Gain/Loss Summary (Report 8) Page

4. Complete the fields on the Carrier Gain/Loss Summary (Report 8) page as indicated
undercCarrier Gain/Loss Summary (Report 8) Page Field Instructions in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

* Save report as a text file

6. Click [Submit] to display the Carrier Gain/Loss Summary repeiguge 2:107 ) in the
selected format. For field descriptions, Seerier Gain/Loss Summary (Report 8)
Field Descriptions _in Part 3.

Note: To return to the Carrier Gain/Loss Summary (Report 8) page, close the report.

Carrier Gain/Loss Summary

From Yearn' Qtr = Tao Year!Gtr = and Carrier Id =
From: Tor Enrollment Changes
Carrier Code Carrier Code Added % Dropped i
0.00% u] 100,00%

Total Records:

Figure 2:107. Carrier Gain/Loss Summary Report
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Viewing Reconciliation Reason Summary (Report 9)

The Reconciliation Reason Summary (Report 9) option on the Reports Selection page
(Figure 2:89 ) allows users to view the Reconciliation Reason Summary report. This report
provides information regarding the cause of the discrepancies that were identified during the
reconciliation process for a single quarter.

To view a Reconciliation Reason Summary report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Reconciliation Reason Summary]

3. Click [GO] to display the Reconciliation Reason Summary (Report 9) page
(Figure 2:108 ).

»ji SLE—R | Payroll Office |  Carrler |  Forms | Transmission | Repors | 3@ L0°

Reports Selection I 9, Reconciliation Reazon Sumrmary ﬂ GOl

9, Reconciliation Reason Summary

Enter selection criteria in the following fields, select the sutput option from the bow at the bottom left and click the SUBMIT button to display
the report or send itto a spreadsheet or text file on your computer, Reports may be printed by using the browser's print function. Fields marked
with * are required. Leawing an entry blank will return all values for that fiald,

Enrollment Payroll
Quarter* Carrier Code Office ID

[E3 | i I =
Personnel
Agency Office ID Reason Code
I [ =
an, AER0
Order By: 1st | Carrier j 2nd j 2rd j
dth j Sth j &th j

Check bou to creste report without totals: O

Dizplay the repart j SUBMITI RESETI

Figure 2:108. Reconciliation Reason Summary (Report 9) Page

4. Complete the fields on the Reconciliation Reason Summary (Report 9) page as
indicated undeReconciliation Reason Summary (Report 9) Page Field Instructions in
Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

* Save report as a text file

2:96 Viewing Reconciliation Reason Summary (Report 9)
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6. Click [Submit] to display the Reconciliation Reason Summary reagtie 2:109 ) in
the selected format. For field descriptions, Beeonciliation Reason Summary
(Report 9) Field Descriptions _ in Part 3.

Note: To return to the Reconciliation Reason Summary (Report 9) page, close the

report.
Reconciliation Reason Summary
Year = and Quarter =  and Agency = and Reason Code =
Payproll Office
Payroll Office Carrier Code Agency POI Reason Total

Total Ervors:
Total Records:
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Figure 2:109. Reconciliation Reason Summary Report

Viewing Reconciliation Action Summary (Report 10)

The Reconciliation Action Summary (Report 10) option on the Reports Selection page
(Figure 2:89 ) allows users to view the Reconciliation Action Summary report. This report
provides information regarding the action to be taken to correct the discrepancies identified
during the reconciliation process for a single quarter.

To view a Reconciliation Action Summary report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Reconciliation Action Summary]

3. Click [GO] to display the Reconciliation Action Summary (Report 10) page
(Figure 2:110).
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10. Reconciliation Action Summary

Enter selection criteria in the following fizlds, selact the output option from the bow atthe bottom left and click the SURMIT button to display
the report or send itto a spreadsheet or text file on your computer, Reports may be printed by using the browser's print function. Fields marked
with * are required, Leaving an entry blank will return all values for that field,

Enrollment Payroll

Year® Quarter* Carrier Code Dffice ID

FoosE [«E 3 I I [
Personnel

Agency Dffice ID Action Code

| | [ H

an, AGI0

Order By: 1zt | Carriar j Znd j Erd ;l
4th j Sth j ath ;|

Check bax to create report without totals: |

Cisplay the repart j SUBMIT I RESET |

Figure 2:110. Reconciliation Action Summary (Report 10) Page

4. Complete the fields on the Reconciliation Action Summary (Report 10) page as
indicated undeReconciliation Action Summary (Report 10) Page Field Instructions
in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

* Save report as a text file

6. Click [Submit] to display the Reconciliation Action Summary repéigyre 2:111 ) in
the selected format. For field descriptions, Beebnciliation Action Summary
(Report 10) Field Descriptions _in Part 3.

Note: To return to the Reconciliation Action Summary (Report 10) page, close the
report.
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Reconciliation Action Summary
Year = and Quarter =  and Payroll Office = and Agency =

Payproll Office
Payroll Office Carrier Code Agency POI Action Total

Total Errors:
Total Records:

Figure 2:111. Reconciliation Action Summary Report
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Viewing Reconciliation Summary (Report 11)

The Reconciliation Summary (Report 11) option on the Reports SelectionRiage %:89 )
allows users to view the Reconciliation Summary report. This report provides information
regarding the progress that has been made to reconcile the discrepancies found in a single
quarter.

To view a Reconciliation Summary report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Reconciliation Summary]

3. Click [GO] to display the Reconciliation Summary (Report 11) pagere 2:112).

Viewing Reconciliation Summary (Report 11) 2:99
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11. Reconciliation Sunimary

Enter zelaection criteria in the follawing fields, select the sutput option frem the bon at the bottom left and click the SUBMIT butten to display
the report or send itto a spreadsheet or text file on your computer, Reports may be printed by using the browser's print function. Fields marked
with * are required. Leawing an entry blank will return all values for that field,

Payroll Reconciliation
Office ID* Teart Quarter® Date
=l [zooz[E |4 A rem[ E[ EH =
To 52 | I [~
Personnel Enrollment
Agency Office ID Carrier Code
I I 5 I
en, AGI0
Order By: 1st | Carrier j 2nd| j Zrd I ;I
4th hd

Check box to create report without totals: |

Dizplay the repart ﬂ SUBMIT I RESET |

Figure 2:112. Reconciliation Summary (Report 11) Page

4. Complete the fields on the Reconciliation Summary (Report 11) page as indicated
underReconciliation Summary (Report 11) Page Field Instructions in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

* Save report as a text file

6. Click [Submit] to display the Reconciliation Summary rep@itre 2:113 ) in the
selected format. For field descriptions, Seonciliation Summary (Report 11) Field

Descriptions _in Part 3.

Note: To return to the Reconciliation Summary (Report 11) page, close the report.

Reconciliation Summary
Payroll Office = and vear = and Quarter = and Carrier Id = and Enrollment Code =

Discrepancies Corractive Actions
Payroll Office Carrier Code Agcy POI  Enrollees Matches L # Recon %  Unrecon Validated 9 Unvalidated

Code-Total
Carvier-Total
Grand-Total

Figure 2:113. Reconciliation Summary Report
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pViewing Carrier Discrepancy Listing (Report 12)

The Carrier Discrepancy Listing (Report 12) option on the Reports Selection page

(Figure 2:89 ) allows users to view the Carrier Discrepancy Listing report. This report
provides a listing by carrier identification code of carrier and payroll office enrollee records
that match, as well as records marked with carrier warning and discrepancy codes.

To view a Carrier Discrepancy Listing report:

1. Click [Reports] at the top of the CLER Main Mengidure 1:2 ). The Reports
Selection page~(gure 2:89 ) is displayed.

2. Click the drop-down menu on the Reports Selection page and select
[Carrier Discrepancy Listing]

3. Click [GO] to display the Carrier Discrepancy Listing (Report 12) pagere 2:114 ).
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12. Carvier Discrepancy Listing

Enter selection criteria in the following fields, select the sutput eption from the bow at the bottom left and click the SUBMIT button to display
the report or send itto a spreadsheet or textfile on your computer, Reports may be printed by using the browser's print function, Fields marked
with * are required. Leawing an entry blank will return all values for thatfield, You rmust make at least two selection entries in addition to the
required items,

Teart Quarter* Fail Count 55N

s e R ) —
e [] » [ ]

Payroll Enrollment Error Waming
¥ Code Code Code

Dffice ID
L= L = H

Discrepancies:  all @& Unreconciled € Errars € Warnings € Reconciled €& Mone £ Mot Validated (0

Order By: 1st |Mame j 2nd |SEMNO j 2rd j

dth j Sth j &th j

Check bou to creste report without totals: O

Dizplay the repart j SUBMIT I RESETI

Figure 2:114. Carrier Discrepancy Listing (Report 12) Page

4. Complete the fields on the Carrier Discrepancy Listing (Report 12) page as indicated
underCarrier Discrepancy Listing (Report 12) Page Field Instructions in Part 3.

5. Click the drop-down menu at the bottom of the page and select one of the following
format options:

» Display the report
* Save report as a spreadsheet

* Save report as a text file

" Viewing Carrier Discrepancy Listing (Report 12) 2:101
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6. Click [Submit] to display the Carrier Discrepancy Listing rep@itre 2:115 ) in the
selected format. For field descriptions, Seerier Discrepancy Listing (Report 12)
Field Descriptions _in Part 3.

Note: To return to the Carrier Discrepancy Listing (Report 12) page, close the report.

Carvier Discrepancy Listing

Carrier Id = and ¥ear = and Quarter = and S5MC from = and S5MO ta =
Carrier Payproll Office
55N Name Code Eff. Date Payroll 1d Name Code Eff. Date Discrepancy Fail Count
Errors:
Warnings:
Total Records:

Figure 2:115. Carrier Discrepancy Listing Report

-
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Viewing Maintenance Records

The Maintenance option (“gears” button) allows users to view schedule and system code
records.

This section presents more information under the following topics:

Viewing Schedule Records

Viewing System Code Records

Viewing Schedule Records

The Schedules option on the Maintenance Main Prigerd 2:116 ) allows users to view
information about CLER processing dates.

jﬁ’_GLE_R  Payroll OﬁiceT Carrier T Forms TTlansmissionT Reports | 439 00

Maintenance Main Page
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Select frorm the following tables to view or update,
Schedules - contains the processing dates for each period,

System Codes - contain: code: and definitions for Discrepancies, Warnings, Reconciliation Reazons, Reconciliation Adionz and
Carrier Responses,

Figure 2:116. Maintenance Main Page

To view a schedule record:

1. Click the “gears” button at the top of the CLER Main MeRigure 1:2). The
Maintenance Main Pag€igure 2:116 ) is displayed.

2. Click [Schedules] on the Maintenance Main Page to display the Schedules page
(Figure 2:117).

X CECLER [l o« | rmm [vmin] wet | goi

Schedules

kil

Enter selection criteria in the following fields and click the SUBMIT button to search for records based an your entries,

Tear

SUBMIT I RESETl

Figure 2:117. Schedules Page

3. Complete the field on the Schedules page as indicated Scideiules Page Field
Instructions _in Part 3 and click[Submit] . The Schedules Search Results page
(Figure 2:118) is displayed. For field descriptions, seedules Search Results
Page Field Descriptions _in Part 3.
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j;‘_GLER | Payroll Office | Carrier |  Forms | Transmission | Reports | Los

Schedules
Submission Response
Reminder  Cut OFf Reminder
Year Quarter Start Date Date Date Date

=]
=
-3
g
=
n

Records Found:

Figure 2:118. Schedules Search Results Page

4. Click [view] next to the applicable record. The Schedules View riged 2:119) is
displayed. For field descriptions, s&ehedules View Page Field Descriptions _in
Part 3.

Note: To view another record, click your browser’s Back button to return to the
Schedules Search Results page and plielt] next to the applicable record.

j;‘_GLER "Payroll Office | Carrier | Forms | Transmission |  Reports | 100

Schedules Wiew

Use the browser Back arrow to select another record to wview,

Year Quarter

- -

Submission Response
Start Date Reminder Date Cut Off Date Reminder Date

=l =12 =20 A =HJH =2 A =H =22 = E

Last CL10 Date Last CL10 Time Last CL20 Date Last CL20 Time
[ B JE3 B BNES | IS = = JE3 B BES | IS
Last CL30 Date Last CL20 Time Last CL40 Date Last CL40 Time
= = JE2 B BNES | BN = = JE2 B BNES | BN
Last CL50 Date Last CL50 Time Last CLG60 Date Last CL60 Time
= = JE2 B BNES | BN = = JE2 B BNES | BN
Last CL70 Date Last CL70 Time Last CL80 Date Last CL80 Time
= = JE2 B BNES | BN = = JE2 B BNES | BN
Last CL90 Date Last CL90 Time
= = JE2 B BNES | BN

Date Time

1D
Last Changed: I I I I I

Figure 2:119. Schedules View Page
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Viewing System Code Records

The System Codes option on the Maintenance Main Fgee(2:116 ) allows users to view
information about system codes, discrepancy codes, warning codes, reconciliation reason
codes, reconciliation action codes, and corrective action response codes.

To view a system code record:

1. Click the “gears” button at the top of the CLER Main MeRigure 1:2). The
Maintenance Main Pag€igure 2:116 ) is displayed.

2. Click [System Codes] on the Maintenance Main Page to display the System Codes
page Figure 2:120 ).
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Enter selaction criteria in the following fields and click the SUBMIT button to search for records baszed on your entries.

Recanciliation r Racancdiliation "o Carractive g

Feazon Action Action System C

Display: Al (ol Discrepancy i Warning e

SUBMIT | RESETI

Figure 2:120. System Codes Page

3. Complete the fields on the System Codes page as indicatedlyader Codes Page
Field Instructions _in Part 3 and click[Submit] . The System Codes Search Results page
(Figure 2:121) is displayed. For field descriptions, s@atem Codes Search Results
Page Field Descriptions _in Part 3.

AEC LN o] | | | .

System Codes

Affects Affects
Code Payroll Carvier Description Optons

Figure 2:121. System Codes Search Results Page

4. Click [view] next to the applicable record. The System Codes View page
(Figure 2:122) is displayed. For field descriptions, s®atem Codes View Page Field

Descriptions in Part 3.

Note: To view another record, click your browser’s Back button to return to the
System Codes Search Results page and [¢liek] next to the applicable record.
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j;‘_GLER "Payroll Office | Carrier | Forms | Transmission |  Reports | (o5

System Codes View

Usa the browser Back arrow to zelect another record to view,

Code

Affects: Payrall Office P Carvier Both Mot Applicable i

Descripton

Explanation (600 character masx)

Date Time

1D
Last changed: I I I | |

Figure 2:122. System Codes View Page
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PART 3.

CLER Field
Descriptions And
Instructions

This part contains the following sections:
CLER Logon Field Instructions

Payroll Office Field Descriptions And Instructions

Carrier Field Descriptions And Instructions

Forms Field Descriptions And Instructions

Transmission Field Descriptions And Instructions

Reports Field Descriptions And Instructions

Maintenance Field Descriptions And Instructions
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CLER Logon Field Instructions

The CLER Logon page-igure 1:1) is used to access CLER. For instructions on using the
CLER Logon page, se®arting CLER in Part 1.

User ID Required, alphanumeric, 8 positions max.

Type the NFC-assigned user identification number. NFC’s Information System
Security Office (ISSO) assigns the user IDs for access to CLER.

Password Required, alphanumeric, 6 - 8 positions

Type the password. NFC’s ISSO initially assigns a temporary password that is
later changed by the user.

Change Password Optional

To change the user’s password, click the checkbox. The Change Your Password
pop-up window is displayed, prompting the user to enter and confirm the new
password. Type the password in the Enter New Password and Confirm New
Password fields and cliggubmit] .

Note: The password must begin with an alpha character.

3:2
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Payroll Office Field Descriptions And Instructions

This section presents the following topics:

Payroll Office Information Page Field Instructions

Payroll Office Information Search Results Page Field Descriptions

Payroll Office Information View Page Field Descriptions

Payroll Office Contacts Page Field Instructions

Personnel Office Contacts Page Field Instructions

Payroll Office Contacts Add Page Field Instructions

Personnel Office Contacts Add Page Field Instructions

Payroll Office Contacts Search Results Page Field Descriptions

Personnel Office Contacts Search Results Page Field Descriptions

Payroll Office Contacts View Page Field Descriptions

Personnel Office Contacts View Page Field Descriptions

Payroll Office Contacts Update Page Field Instructions

Personnel Office Contacts Update Page Field Instructions

Payroll Office Errors Page Field Instructions

Payroll Office Errors Search Results Page Field Descriptions

Payroll Office Errors View Page Field Descriptions

Payroll Office Transmissions Page Field Instructions

Payroll Office Transmissions Search Results Page Field Descriptions

Payroll Office Transmissions View Page Field Descriptions

Payroll Office Enrollees Page Field Instructions

Payroll Office Enrollees Search Results Page Field Descriptions

Payroll Office Enrollees View Page Field Descriptions

Payroll Office Enrollees Reconcile Page Field Instructions

Payroll Office Information Page Field Instructions

The Payroll Office Information pag€igure 2:2 ) is used to search for payroll office
information records by payroll office ID, name, etc. For instructions on using the Payroll
Office Information page, segewing Payroll Office Information Records __in Part 2.

Payroll Office ID Optional, alphanumeric, 8 positions
Type the payroll office identification number.

Name Optional, alphanumeric, 40 positions max.

Type the name of the payroll office.

Payroll Office Information Page Field Instructions 3:3

>
=]
a
=]
7]
&
=
c
)
=3
o
=]
7]

suonduasaq piai4 Y310




Title 10, Chapter 1
CLER for Agencies

City Optional, alphanumeric, 25 positions max.
Type the name of the payroll office’s city.
Note: If the address is an overseas military address, type FPO for fleet post
office or APO for army post office in lieu of the city.
State Optional
Click the drop-down menu and select the payroll office’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Seee, U.S. Territory, And Overseas
Military Abbreviations Table _in Part 4.
Order By Optional default
This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the ID sort option. To
choose a sort option, select the radio button next to one of the following values:
ID Sorts search results by payroll office identification number.
Name Sorts search results by payroll office name.
City Sorts search results by payroll office city.
Payroll Office Information Search Results Page Field Descriptions
The Payroll Office Information Search Results paggufe 2:3) displays a list of payroll
office information records resulting from the search criteria entered on the Payroll Office
Information pageRigure 2:2 ). For instructions on using the Payroll Office Information
Search Results page, séewing Payroll Office Information Records __in Part 2.
ID No entry
This field is system generated. This is the payroll office identification number.
Name No entry
This field is system generated. This is the name of the payroll office.
Address No entry
This field is system generated. This is the payroll office’s street or PO box
address.
Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.
City No entry
This field is system generated. This is the name of the payroll office’s city.
3:4 Payroll Office Information Search Results Page Field Descriptions
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State

ZIP

No entry

This field is system generated. This is the payroll office’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Seee, U.S. Territory, And Overseas

Military Abbreviations Table _in Part 4.

No entry
This field is system generated. This is the payroll office’s ZIP Code.

Payroll Office Information View Page Field Descriptions

Payroll Office ID

Name

Address Line 1

Address Line 2

Address Line 3

City

State

The Payroll Office Information View pag€igure 2:4 ) displays a selected payroll office
information record. For instructions on using the Payroll Office Information View page, see
Viewing Payroll Office Information Records in Part 2.

No entry
This field is system generated. This is the payroll office identification numbe

No entry
This field is system generated. This is the name of the payroll office.

No entry

This field is system generated. This is the first line of the payroll office’s stres
or PO box address.
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No entry

This field is system generated. This is the second line of the payroll office’s
street or PO box address.

No entry

This field is system generated. This is the third line of the payroll office’s street
or PO box address.

No entry
This field is system generated. This is the name of the payroll office’s city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

No entry

This field is system generated. This is the payroll office’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Seee, U.S. Territory, And Overseas

Military Abbreviations Table _in Part 4.
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ZIP

Country

Start Date

End Date

Error Threshold

Threshold Type

Transmission File Name
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No entry
This field is system generated. This is the payroll office’s ZIP Code.

No entry

This field is system generated. This is the payroll office’s country code. For a
list and descriptions of country codes, seentry Codes Table in Part 4.

No entry

This field is system generated. This is the first date the payroll office will be
valid.

No entry

This field is system generated. This is the last date the payroll office will be
valid.

No entry

This field is system generated. This is the number or percentage of errors
permitted for the payroll office before a transmission file is rejected.

No entry

This field is system generated. This is a measure of the error threshold. The
codeP represents percent and cddeepresents number.

No entry

This field is system generated. This is the name of the quarterly transmission
file sent by the payroll office.

Last Changed

ID

Date

Time

No entry

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

No entry
This field is system generated. This is the date of the most recent change.

No entry
This field is system generated. This is the time of the most recent change.
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Payroll Office Contacts Page Field Instructions
The Payroll Office Contacts pagedure 2:6 ) is used to search for payroll office contact

records by payroll office ID, type code, etc. For instructions on using the Payroll Office
Contacts page, séaintaining Payroll And Personnel Office Contact Records in Part 2.

Payroll Office ID Optional, alphanumeric, 8 positions
Type the payroll office identification number.

Type Optional
The Type code indicates whether the payroll office contact is an administrative
contact or a technical contact. To select the Type code, click the drop-down
menu and select eith&eneral for an administrative contact or
Technical for a technical contact.

Display Optional default
This field allows users to display search results by the options listed below. If
no display option is selected, this field automatically defaults to the All displ
option. To choose a display option, select the radio button next to one of the

code entered.

following values: o)
m

>

All Displays all contacts for the payroll office ID and type code = ;'_;.
entered. 2a

Active Displays active contacts for the payroll office ID and type § g
code entered. =8

Inactive Displays inactive contacts for the payroll office ID and type z =
(=]

>

n

Order By Optional default

This field allows users to sort search results by the options listed below. If nO
sort option is selected, this field automatically defaults to the ID sort option. To
choose a sort option, select the radio button next to one of the following values:

ID Sorts search results by payroll office ID.
Type Sorts search results by type code.

Personnel Office Contacts Page Field Instructions

The Personnel Office Contacts pagigre 2:8) is used to search for personnel office contact
records by payroll office ID, personnel office ID, etc. For instructions on using the Personnel
Office Contacts page, semintaining Payroll And Personnel Office Contact Records in

Part 2.

Payroll Office ID Optional, alphanumeric, 8 positions
Type the payroll office identification number.
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Personnel Office ID
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Optional, alphanumeric, 4 positions

Type the personnel office identification number.

Type Optional
The Type code indicates whether the personnel office contact is an
administrative contact or a technical contact. To select the Type code, click the
drop-down menu and select eitli@eneral for an administrative contact or
Technical for a technical contact.
Display Optional default
This field allows users to display search results by the options listed below. If
no display option is selected, this field automatically defaults to the All display
option. To choose a display option, select the radio button next to one of the
following values:
All Displays all contacts for the payroll office ID, personnel office
ID, and type code entered.
Active Displays active contacts for the payroll office ID, personnel
office ID, and type code entered.
Inactive Displays inactive contacts for the payroll office ID, personnel
office ID, and type code entered.
Order By Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the ID sort option. To
choose a sort option, select the radio button next to one of the following values:

ID Sorts search results by payroll office ID.
POI Sorts search results by personnel office ID.
Type Sorts search results by type code.

Payroll Office Contacts Add Page Field Instructions

The Payroll Office Contacts Add padegure 2:7) is used to add a payroll office contact
record. For instructions on using the Payroll Office Contacts Add pageddiee A Payroll
Office Contact Record _in Part 2.

Payroll Office ID

Type

Required
Click the drop-down menu and select the payroll office identification number.

Required

The Type code indicates whether the payroll office contact is an administrative
contact or a technical contact. To select the Type code, click the drop-down
menu and select eith&eneral for an administrative contact or

Technical for a technical contact.
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Role

Name

Address Line 1

Address Line 2

Address Line 3

City

State

ZIP

Country

Phone Number

Fax Number

Email Address

Optional, alphanumeric, 40 positions max.
Type the title, position, etc., of the payroll office contact.

Optional, alphanumeric, 30 positions max.

Type the name of the payroll office contact.

Optional, alphanumeric, 40 positions max.
Type the first line of the payroll office contact’s street or PO box address.

Optional, alphanumeric, 40 positions max.
Type the second line of the payroll office contact’s street or PO box address.

Optional, alphanumeric, 40 positions max.
Type the third line of the payroll office contact’s street or PO box address.

Optional, alphanumeric, 25 positions max.
Type the name of the payroll office contact’s city.

Note: If the address is an overseas military address, type FPO for fleet post
office or APO for army post office in lieu of the city.

Optional

Click the drop-down menu and select the payroll office contact’s state, U.S.
territory, or overseas military abbreviation. For a list and descriptions of state
U.S. territory, and overseas military abbreviations,See, U.S. Territory, And
Overseas Military Abbreviations Table _ in Part 4.

>
=]
a
=]
7]
&
=
c
)
=3
o
=]
7]

suonduasaq piai4 Y310

Optional, alphanumeric, 11 positions max.

Type the payroll office contact’s ZIP Code.

Optional

Click the drop-down menu and select the payroll office contact’s country code.
For a list and descriptions of country codes,&aetry Codes Table in Part 4.

Optional, alphanumeric, 25 positions max.

Type the payroll office contact’s telephone number.

Optional, alphanumeric, 25 positions max.

Type the payroll office contact’s fax number.

Optional, alphanumeric, 60 positions max.

Type the payroll office contact’s e-mail address.
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Remarks
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Optional, alphanumeric, 80 positions max.

Type remarks about this record.

Personnel Office Contacts Add Page Field Instructions

The Personnel Office Contacts Add paBgigure 2:9) is used to add a personnel office
contact record. For instructions on using the Personnel Office Contacts Add pagliigee
A Personnel Office Contact Record _in Part 2.

Payroll Office ID

Personnel Office ID

Type

Role

Name

Address Line 1

Address Line 2

Address Line 3

City

Required
Click the drop-down menu and select the payroll office identification number.

Required, alphanumeric, 4 positions

Type the personnel office identification number.

Required

The Type code indicates whether the personnel office contact is an
administrative contact or a technical contact. To select the Type code, click the
drop-down menu and select eitti@eneral for an administrative contact or
Technical for a technical contact.

Optional, alphanumeric, 40 positions max.
Type the title, position, etc., of the personnel office contact.

Optional, alphanumeric, 30 positions max.

Type the name of the personnel office contact.

Optional, alphanumeric, 40 positions max.
Type the first line of the personnel office contact’s street or PO box address.

Optional, alphanumeric, 40 positions max.
Type the second line of the personnel office contact’s street or PO box address.

Optional, alphanumeric, 40 positions max.
Type the third line of the personnel office contact’s street or PO box address.

Optional, alphanumeric, 25 positions max.
Type the name of the personnel office contact’s city.

Note: If the address is an overseas military address, type FPO for fleet post
office or APO for army post office in lieu of the city.
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State Optional

Click the drop-down menu and select the personnel office contact’s state, U.S.
territory, or overseas military abbreviation. For a list and descriptions of state,
U.S. territory, and overseas military abbreviations,Se®. U.S. Territory, And
Overseas Military Abbreviations Table _ in Part 4.

ZIP Optional, alphanumeric, 11 positions max.

Type the personnel office contact’s ZIP Code.

Country Optional
Click the drop-down menu and select the personnel office contact’s country
code. For a list and descriptions of country codesCseetry Codes Table in
Part 4.

Phone Number Optional, alphanumeric, 25 positions max.
Type the personnel office contact’s telephone number.

Fax Number Optional, alphanumeric, 25 positions max.
Type the personnel office contact’s fax number.

Email Address Optional, alphanumeric, 60 positions max.
Type the personnel office contact’s e-mail address.
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Remarks Optional, alphanumeric, 80 positions max.
Type remarks about this record.

Payroll Office Contacts Search Results Page Field Descriptions

The Payroll Office Contacts Search Results p&ggre 2:10 ) displays a list of payroll office
contact records resulting from the search criteria entered on the Payroll Office Contacts page
(Figure 2:6 ). For instructions on using the Payroll Office Contacts Search Results page, see
Maintaining Payroll And Personnel Office Contact Records in Part 2.

ID No entry
This field is system generated. This is the payroll office identification number.

Type No entry

This field is system generated. TB&neral type code indicates the payroll
office contact holds an administrative position. Tlechnical type code
indicates the payroll office contact holds a technical position.

Payroll Office Contacts Search Results Page Field Descriptions 3:11



Status

Name

Phone

Email

Title 10, Chapter 1
CLER for Agencies

No entry

This field is system generated. Active indicates that the record has been
activated in CLER. Inactive indicates that the record has been inactivated in
CLER.

No entry
This field is system generated. This is the name of the payroll office contact.

No entry

This field is system generated. This is the payroll office contact’s telephone
number.

No entry

This field is system generated. This is the payroll office contact’s e-mail
address.

Personnel Office Contacts Search Results Page Field Descriptions

POI

Type

Status

Name

3:12

The Personnel Office Contacts Search Results gagee 2:12 ) displays a list of personnel
office contact records resulting from the search criteria entered on the Personnel Office
Contacts pageF(gure 2:8 ). For instructions on using the Personnel Office Contacts Search
Results page, seégaintaining Payroll And Personnel Office Contact Records in Part 2.

No entry
This field is system generated. This is the payroll office identification number.

No entry

This field is system generated. This is the personnel office identification
number.

No entry

This field is system generated. TB&neral type code indicates the
personnel office contact holds an administrative position.Te&hnical
type code indicates the personnel office contact holds a technical position.

No entry

This field is system generated. Active indicates that the record has been
activated in CLER. Inactive indicates that the record has been inactivated in
CLER.

No entry
This field is system generated. This is the name of the personnel office contact.

Personnel Office Contacts Search Results Page Field Descriptions
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Phone

Email

No entry

This field is system generated. This is the personnel office contact’s telephone
number.

No entry

This field is system generated. This is the personnel office contact’s e-mail
address.

Payroll Office Contacts View Page Field Descriptions

Payroll Office ID

Type

Role

Name

Address Line 1

Address Line 2

Address Line 3

The Payroll Office Contacts View pagedure 2:11 ) displays a selected payroll office
contact record. For instructions on using the Payroll Office Contacts View pagée\gieg
A Payroll Office Contact Record _in Part 2.

No entry
This field is system generated. This is the payroll office identification numbe

No entry

This field is system generated. TB&neral type code indicates the payroll
office contact holds an administrative position. Thechnical type code
indicates the payroll office contact holds a technical position.
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No entry

This field is system generated. This is the title, position, etc., of the payroll
office contact.

No entry
This field is system generated. This is the name of the payroll office contact.

No entry

This field is system generated. This is the first line of the payroll office
contact’s street or PO box address.

No entry

This field is system generated. This is the second line of the payroll office
contact’s street or PO box address.

No entry

This field is system generated. This is the third line of the payroll office
contact’s street or PO box address.
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City

State

ZIP

Country

Phone Number

Fax Number

Email Address

Remarks
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No entry

This field is system generated. This is the name of the payroll office contact’s
city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

No entry

This field is system generated. This is the payroll office contact’s state, U.S.
territory, or overseas military abbreviation. For a list and descriptions of state,
U.S. territory, and overseas military abbreviations,See, U.S. Territory, And
Overseas Military Abbreviations Table _ in Part 4.

No entry
This field is system generated. This is the payroll office contact’s ZIP Code.

No entry

This field is system generated. This is the payroll office contact’s country code.
For a list and descriptions of country codes,&aetry Codes Table in Part 4.

No entry

This field is system generated. This is the payroll office contact’s telephone
number.

No entry
This field is system generated. This is the payroll office contact’s fax number.

No entry

This field is system generated. This is the payroll office contact’s e-mail
address.

No entry
This field is system generated. These are remarks about this record.

Last Changed

ID

Date

No entry

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

No entry
This field is system generated. This is the date of the most recent change.
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Time No entry
This field is system generated. This is the time of the most recent change.

Personnel Office Contacts View Page Field Descriptions

The Personnel Office Contacts View pagigyre 2:13 ) displays a selected personnel office
contact record. For instructions on using the Personnel Office Contacts View page, see
Viewing A Personnel Office Contact Record _ in Part 2.

Payroll Office ID No entry
This field is system generated. This is the payroll office identification number.

Personnel Office ID No entry
This field is system generated. This is the personnel office identification
number.

Type No entry

This field is system generated. TB&neral type code indicates the
personnel office contact holds an administrative position.Te&hnical
type code indicates the personnel office contact holds a technical position.
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Role No entry

This field is system generated. This is the title, position, etc., of the personn
office contact.

Name No entry
This field is system generated. This is the name of the personnel office contact.

Address Line 1 No entry

This field is system generated. This is the first line of the personnel office
contact’s street or PO box address.

Address Line 2 No entry

This field is system generated. This is the second line of the personnel office
contact’s street or PO box address.

Address Line 3 No entry

This field is system generated. This is the third line of the personnel office
contact’s street or PO box address.
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State

ZIP

Country

Phone Number

Fax Number

Email Address
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No entry

This field is system generated. This is the name of the personnel office contact’'s
city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

No entry

This field is system generated. This is the personnel office contact’s state, U.S.
territory, or overseas military abbreviation. For a list and descriptions of state,
U.S. territory, and overseas military abbreviations,See, U.S. Territory, And
Overseas Military Abbreviations Table _ in Part 4.

No entry
This field is system generated. This is the personnel office contact’s ZIP Code.

No entry
This field is system generated. This is the personnel office contact’s country

code. For a list and descriptions of country codesCsaetry Codes Table in
Part 4.

No entry

This field is system generated. This is the personnel office contact’s telephone
number.

No entry
This field is system generated. This is the personnel office contact’s fax number.

No entry

This field is system generated. This is the personnel office contact’s e-mail
address.

This field is system generated. These are remarks about this record.

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

Remarks No entry
Last Changed

ID No entry
Date No entry

This field is system generated. This is the date of the most recent change.
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Time No entry
This field is system generated. This is the time of the most recent change.

Payroll Office Contacts Update Page Field Instructions

The Payroll Office Contacts Update pageyre 2:14 ) is used to update a selected payroll

office contact record. For instructions on using the Payroll Office Contacts Update page, see
Updating A Payroll Office Contact Record _in Part 2. For field instructions, se®ayroll Office

Contacts Add Page Field Instructions in Part 3.

Personnel Office Contacts Update Page Field Instructions

The Personnel Office Contacts Update pa&igufe 2:15 ) is used to update a selected
personnel office contact record. For instructions on using the Personnel Office Contacts

Update page, sedpdating A Personnel Office Contact Record _in Part 2. For field
instructions, seersonnel Office Contacts Add Page Field Instructions in Part 3.
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Payroll Office Errors Page Field Instructions

The Payroll Office Errors pag€igure 2:16 ) is used to search for payroll office error
statistics records by payroll office ID, year, etc. For instructions on using the Payroll Off
Errors page, seéewing Payroll Office Error Records _ in Part 2.

Payroll Office ID Optional, alphanumeric, 8 positions
Type the payroll office identification number.

Year Optional, alphanumeric, 4 positions
Type the reconciliation year for the requested error statistics.

Quarter Optional, alphanumeric, 1 position
Type the reconciliation quarter for the requested error statistics.

Order By Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the ID sort option. To
choose a sort option, select the radio button next to one of the following values:

Payroll Office Contacts Update Page Field Instructions 3:17
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ID Sorts search results by payroll office ID.
Year/Quarter Sorts search results by reconciliation year and reconciliation
quarter.

Payroll Office Errors Search Results Page Field Descriptions

The Payroll Office Errors Search Results paggufe 2:17 ) displays a list of payroll office

error statistics records resulting from the search criteria entered on the Payroll Office Errors
page Figure 2:16 ). For instructions on using the Payroll Office Errors Search Results page,
seeViewing Payroll Office Error Records _in Part 2.

ID No entry
This field is system generated. This is the payroll office identification number.

Year No entry

This field is system generated. This is the reconciliation year for the requested
error statistics.

Quarter No entry

This field is system generated. This is the reconciliation quarter for the
requested error statistics.

Records with Errors No entry

This field is system generated. This is the total number of payroll office enrollee
records with errors. Records with warnings are not included.

Records with Warnings No entry

This field is system generated. This is the total number of payroll office records
with warnings. Records with errors are not included.

Total Errors No entry

This field is system generated. This is the total number of errors identified in
the transmission file.

Total Warnings No entry

This field is system generated. This is the total number of warnings identified in
the transmission file.
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Payroll Office Errors View Page Field Descriptions

The Payroll Office Errors View pag€igure 2:18 ) displays a selected payroll office error
statistics record. For instructions on using the Payroll Office Errors View pagéeser
Payroll Office Error Records _in Part 2.

Payroll Office ID

Year

Quarter

Records with Errors

Records with Warnings

Total Errors

Total Warnings

Records Reconciled

Errors Reconciled

Carrier Errors

No entry
This field is system generated. This is the payroll office identification number.

No entry

This field is system generated. This is the reconciliation year for the requested
error statistics.

No entry

This field is system generated. This is the reconciliation quarter for the
requested error statistics.

No entry

This field is system generated. This is the total number of payroll office enro
records with errors. Records with warnings are not included.

No entry

This field is system generated. This is the total number of payroll office reco
with warnings. Records with errors are not included.

>
=]
a
=]
7]
&
=
e
(¥
=3
o
=]
7]

suonduasaq pjai4 Y310

No entry

This field is system generated. This is the total number of errors identified in
the transmission file.

No entry

This field is system generated. This is the total number of warnings identified in
the transmission file.

No entry

This field is system generated. This is the count of records that have
reconciliation reason and action codes entered for every error on the record.

No entry

This field is system generated. This is the count of errors that have
reconciliation reason and action codes entered.

No entry

This field is system generated. This is the count of errors that have
reconciliation reason and action codes entered that indicate the carrier is at fault.
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Confirmed Errors
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No entry
This field is system generated. This is the count of errors that have

reconciliation reason and action codes entered that indicate the carrier is at fault
and the carrier disputes the claim.

No entry
This field is system generated. This is the count of errors that have

reconciliation reason and action codes entered that indicate the carrier is at fault
and the carrier accepts the claim.

Payroll Office Transmissions Page Field Instructions

The Payroll Office Transmissions pagég(re 2:19 ) is used to search for payroll office
transmission records by payroll office ID, year, etc. For instructions on using the Payroll
Office Transmissions page, séewing Payroll Office Transmission Records __in Part 2.

Note: Entry of at least one optional field (e.g., Payroll Office ID, Year, etc.) is required for
the search.

Payroll Office ID

Year

Quarter

Optional, alphanumeric, 8 positions

Type the payroll office identification number.

Optional, alphanumeric, 4 positions

Type the reconciliation year for the requested transmission record.

Optional, alphanumeric, 1 position

Type the reconciliation quarter for the requested transmission record.

Order By

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the ID sort option. To
choose a sort option, select the radio button next to one of the following values:

ID Sorts search results by payroll office ID.
Year/Quarter Sorts search results by reconciliation year and reconciliation quarter.

Payroll Office Transmissions Search Results Page Field Descriptions

The Payroll Office Transmissions Search Results peiger¢ 2:20 ) displays a list of payroll
office transmission records resulting from the search criteria entered on the Payroll Office
Transmissions pag€igure 2:19 ). For instructions on using the Payroll Office Transmissions
Search Results page, sgéewing Payroll Office Transmission Records _in Part 2.
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Year

Quarter

Submission

Submission Date

Amount Sent

Amount Received

Code

Status

No entry
This field is system generated. This is the payroll office identification number.

No entry

This field is system generated. This is the reconciliation year for the requested
transmission record.

No entry

This field is system generated. This is the reconciliation quarter for the
requested transmission record.

No entry

This field is system generated. Each transmission file submitted for the
reconciliation quarter is assigned a sequential submission number.

No entry

This field is system generated. This is the date the transmission file was
submitted.

No entry

This field is system generated. This is the total withholding/premium amoun
sent, as indicated on the transmission file header record.

>
=]
a
=]
7]
&
=
c
)
=3
(]
5
7]

suonduasaq piai4 Y310

No entry

This field is system generated. This is the total withholding/premium amounts
received.

No entry
This field is system generated. This is the transmission processing code.
Initial indicates an initial transmission filddditional indicates an

addition to the transmission file, aReplace indicates a replacement of the
transmission file.

No entry

This field is system generated. This field displ@@ for an accepted
transmission; otherwise, a payroll office system code is displayed. It indicates
the status of a payroll office enroliment data transmission. For a list and
descriptions of payroll office system codes, Begoll Office System Codes

Table in Part 4.
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Payroll Office Transmissions View Page Field Descriptions
The Payroll Office Transmissions View pa@é(re 2:21 ) displays a selected payroll office

transmission record. For instructions on using the Payroll Office Transmissions View page,
seeViewing Payroll Office Transmission Records in Part 2.

Payroll Office ID No entry
This field is system generated. This is the payroll office identification number.

Year No entry

This field is system generated. This is the reconciliation year for the requested
transmission record.

Quarter No entry

This field is system generated. This is the reconciliation quarter for the
requested transmission record.

Submission No entry

This field is system generated. Each transmission file submitted for the
reconciliation quarter is assigned a sequential submission number.

Submission Date No entry
This field is system generated. This is the date the transmission file was
submitted.

As of Date No entry

This field is system generated. This is the date the transmitted enrollment data
was extracted from the payroll/personnel office database.

Records Sent No entry

This field is system generated. This is the number of records sent in the
transmission.

Records Received No entry

This field is system generated. This is the number of records found in the
transmission file during processing.

Records Processed No entry

This field is system generated. This is the number of records accepted to store in
the CLER tables.

Amount Sent No entry

This field is system generated. This is the total withholding/premium amounts
sent, as indicated on the transmission file header record.

3:22 Payroll Office Transmissions View Page Field Descriptions



Title 10, Chapter 1
CLER for Agencies

Amount Received

Date Processed

Time Processed

Code

Status

Source

Email Date

Email Time

No entry

This field is system generated. This is the total withholding/premium amounts
received.

No entry

This field is system generated. This is the current system date when the process
was run.

No entry

This field is system generated. This is the current system time when the process
was run.

No entry

This field is system generated. This is the transmission processing code. The
codel or blank represent an initial file, coderepresents additional, and code
R represents replace all previous.

No entry

This field is system generated. This field displ@@ for an accepted
transmission; otherwise, a payroll office system code is displayed. It indicate
the status of a payroll office enrollment data transmission. For a list and
descriptions of payroll office system codes, Begoll Office System Codes
Table in Part 4.
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No entry
This field is system generated. This is the source of transmission data indica
The value in the first position equdfor mainframe ofS for server. The value
in the second position equdlsfor transmission oMfor manual entry.

No entry

This field is system generated. This is the date the last e-mail was sent to this
submitter as a reminder to send a transmission for the current reconciliation
guarter.

No entry

This field is system generated. This is the time the last e-mail was sent to this
submitter as a reminder to send a transmission for the current reconciliation
quarter.

Payroll Office Enrollees Page Field Instructions

The Payroll Office Enrollees pageidure 2:22 ) is used to search for payroll office enrollee
records by payroll office ID, year, etc. For instructions on using the Payroll Office Enrollees
page, se®laintaining Payroll Office Enrollee Records _ in Part 2.
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Note: Entry of at least two optional fields (e.g., Agency, POI, etc.) is required for the search,
unless you complete themtire SSN or Other ID field, in which case, no other entries are
needed.

Payroll Office ID Required
Click the drop-down menu and select the payroll office identification number.

Year Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field defaults to the current reconciliation year.

Quarter Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field defaults to the current reconciliation quarter.

Agency Optional, alphanumeric, 4 positions

Type the agency identification code of the office where the enrollee is employed
(example: AG90 for U.S. Department of Agriculture, Office of the Chief
Financial Officer).

POI Optional, alphanumeric, 4 positions

Type the personnel office identifier of the office where the enrollee’s records are
maintained.

Carrier Optional, alphanumeric, 4 positions
Type the carrier code.

Enrollment Code Optional, alphanumeric, 3 positions
Type the enrollment code.

SSN

To search for a specific enrollee record by social security number (SSN), or to search for a
range of enrollee records by a range of SSNs, complete the fields as described below.

Note: A search for enrollee records bgympleteenrollee SSNs will display the records
without the need to complete another optional data entry field (e.g., Agency, POI, etc.) on
this page.

From Optional, numeric, 9 positions max.

To search for a specific enrollee record by SSN, type the SSN and skip the To
field.

To search for a range of enrollee records by a range of SSNs, type the SSN that
starts the range, then go to the To field.
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To

Optional, numeric, 9 positions max.

When searching for a range of enrollee records by a range of SSNs, type the
SSN that ends the range; otherwise, leave blank.

Other ID

From

To

These fields are used by the Retirement Services Program (RSP) and Office of Workers’
Compensation Programs (OWCP). RSP personnel use these fields to search for enrollee
records by civil service annuitant (CSA) or civil service final (CSF) identifier. OWCP
personnel use these fields to search for enrollee records by claim identifier. To search for
enrollee records using these fields, follow the instructions below.

Note: A search for enrollee records bympleteOther IDs will display the records without
the need to complete another optional data entry field (e.g., Agency, POI, etc.) on this page.

Optional, alphanumeric, 15 positions max.

To search for a specific enrollee record by Other ID, type the Other ID and skip
the To field.

To search for a range of enrollee records by a range of Other IDs, type the G
ID that starts the range, then go to the To field.

Note for RSP: Type the CSA or CSF identifier without the first two characterg
(i.e., CS). For example, the CSA identifier is typed as AXXXXXXXX, and the
CSF identifier is typed as FXXXXXXXX.

Optional, alphanumeric, 15 positions max.

When searching for a range of enrollee records by a range of Other IDs, typ
Other ID that ends the range; otherwise, leave blank.

€UonoNASsuU| puy
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Last Name

First Name

Middle Name

Error Code

Optional, alphanumeric, 25 positions max.

Type the enrollee’s last name. If the enrollee has a title (e.g., Jr, Sr, I, I, or III),
it should be entered after the last name without punctuation (e.g., Smith Jr or
Smith 111). If there is a case of an enrollee having only one name, enter that one
name in this field.

Optional, alphanumeric, 12 positions max.

Type the enrollee’s first name. This must be provided with the exception of
when an enrollee has only one name.

Optional, alphanumeric, 12 positions max.

Type the enrollee’s middle name.

Optional

Click the arrows to locate the applicable error code on the list and select this
code. For a list and descriptions of error codespgeespancy Codes Table in
Part 4.
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Warning Code Optional

Click the applicable warning code from the list. For a list and descriptions of
warning codes, se#arning Codes Table in Part 4.

Display Optional default

This field allows users to display search results by the options listed below. If
no display option is selected, this field automatically defaults to the All Records
option. To choose a display option, select the radio button next to one of the
following values:

All Records Displays all records related to the search criteria.
Matches Displays all matched records related to the search criteria.
No Matches Displays records with no matches related to the search

criteria. No matches are discrepancies where the carrier
record is not found.

Discrepancies Displays all records with discrepancies related to the search
criteria.

Warnings Displays all records with warnings related to the search
criteria.

Unreconciled Displays all records with unreconciled discrepancies related

to the search criteria. Unreconciled discrepancies are
discrepancies where the payroll office has not entered a
reconciliation reason or reconciliation action code.

Reconciled Displays all records with reconciled discrepancies related to
the search criteria.
Confirmed Displays all records with confirmed discrepancies related to

the search criteria. Confirmed discrepancies are
discrepancies where the carrier is in agreement with the
payroll office’s reconciliation reason and reconciliation action.

Disputed Displays all records with disputed discrepancies related to
the search criteria. Disputed discrepancies are discrepancies
where the carrier is not in agreement with the payroll office’s
reconciliation reason and reconciliation action.

Not Validated Displays all records with discrepancies that are not validated.
Not Validated discrepancies are discrepancies that the carrier
has not yet agreed that the agency’s reconciliation reason
and actions are correct.

Order By

1st Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Name sort option.
To choose a sort option, click the drop-down menu and select one of the
following options to display the selected criteria in first sort search order:

Agency Sorts search results by agency identification code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Fail Count Sorts search results by the number of times a discrepancy or

warning record has failed the quarterly edit process.

3:26 Payroll Office Enrollees Page Field Instructions



Title 10, Chapter 1
CLER for Agencies

2nd

3rd

4th

Name Sorts search results by enrollee name.

Pers. Office Sorts search results by personnel office identification number.
ID

SSNO Sorts search results by enrollee social security number.
Other ID Sorts search results by the identifier used by RSP/OWCP to

identify the enrollee.

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the SSNO sort option.
To choose a sort option, click the drop-down menu and select one of the
following options to display the selected criteria in second sort search order:

Agency Sorts search results by agency identification code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Fail Count Sorts search results by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name Sorts search results by enrollee name.

Pers. Office Sorts search results by personnel office identification number.

ID

SSNO Sorts search results by enrollee social security number.

Other ID Sorts search results by the identifier used by RSP/OWCP to

identify the enrollee.
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Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:
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Agency Sorts search results by agency identification code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Fail Count Sorts search results by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name Sorts search results by enrollee name.

Pers. Office Sorts search results by personnel office identification number.

ID

SSNO Sorts search results by enrollee social security number.

Other ID Sorts search results by the identifier used by RSP/OWCP to

identify the enrollee.

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fourth sort search order:

Agency Sorts search results by agency identification code.
Carrier Sorts search results by carrier code.
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Code

Fail Count

Name

Pers. Office
ID

SSNO
Other ID

5th Optional
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Sorts search results by enrollment code.

Sorts search results by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

Click the drop-down menu and select one of the following options to display
the selected criteria in fifth sort search order:

Agency
Carrier

Enrollment
Code

Fail Count

Name

Pers. Office
ID

SSNO
Other ID

6th Optional

Agency
Carrier

Enrollment
Code

Fail Count

Name

Pers. Office
ID

SSNO
Other ID

Sorts search results by agency identification code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

Click the drop-down menu and select one of the following options to display
the selected criteria in sixth sort search order:

Sorts search results by agency identification code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.
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Payroll Office Enrollees Search Results Page Field Descriptions

Payroll Office ID

Year

Quarter

Other ID

Enrollee SSN

Last Name

First Name

Carrier

The Payroll Office Enrollees Search Results p&agife 2:23 ) displays a list of payroll

office enrollee records resulting from the search criteria entered on the Payroll Office
Enrollees page~(gure 2:22 ). For instructions on using the Payroll Office Enrollees Search
Results page, ségaintaining Payroll Office Enrollee Records _in Part 2.

Note: The Payroll Office Enrollees Search Results (Other ID) peigeré 2:24 ) is displayed
when24900002 , 24900003 , or 160099XX is entered in the Payroll Office ID field on
the Payroll Office Enrollees page.

No entry

This field is system generated. This is the payroll office identification number.

No entry
This field is system generated. This is the reconciliation year.

No entry
This field is system generated. This is the reconciliation quarter.

No entry

This field is system generated. This field is used by the Retirement Services
Program (RSP) and Office of Workers’ Compensation Programs (OWCP). R
personnel use this field to reference an enrollee’s civil service annuitant or c
service final identifier. OWCP personnel use this field to reference an enrolle
claim identifier.

Note: The Agency and POl fields are displayed in lieu of this field when a
payroll office identification number other th2d900002 , 24900003 , or

160099XX is entered in the Payroll Office ID field on the Payroll Office
Enrollees page.
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No entry
This field is system generated. This is the enrollee’s social security number.

No entry
This field is system generated. This is the enrollee’s last name.

No entry
This field is system generated. This is the enrollee’s first name.

No entry
This field is system generated. This is the carrier code.
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Agency

POI

Discrepancies

Fail Count
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No entry
This field is system generated. This is the enrollment code.

No entry
This field is system generated. This is the agency identification code of the

office where the enrollee is employed (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

Note: The Other ID field is displayed in lieu of this field wh24900002 ,
24900003 , or160099XX is entered in the Payroll Office ID field on the
Payroll Office Enrollees page.

No entry

This field is system generated. This is the personnel office identifier of the
office where the enrollee’s records are maintained.

Note: The Other ID field is displayed in lieu of this field wh24900002 ,
24900003 , or160099XX is entered in the Payroll Office ID field on the
Payroll Office Enrollees page.

No entry

This field is system generated. This code identifies an error or warning. For lists
and descriptions of error and warning codes Dég@epancy Codes Table and
Warning Codes Table in Part 4.

Note: Check marks are displayed next to discrepancy codes that have been
addressed by agencies and carriers. Red check marks are displayed next to
discrepancies that agencies addressed by selecting the appropriate reconciliation
action and reason codes on the Payroll Office Enrollees Reconcile page. Green
check marks are displayed next to discrepancies that have been addressed by
carriers. To display the most current check marks, @Rekesh] at the top of

the Payroll Office Enrollees Search Results page.

No entry

This field is system generated. This is the number of times this record has failed
the quarterly edit process.

Payroll Office Enrollees View Page Field Descriptions

Payroll Office ID

The Payroll Office Enrollees View pagedure 2:25 ) displays a selected payroll office
enrollee record. For instructions on using the Payroll Office Enrollees View page, see
Viewing A Payroll Office Enrollee Record __in Part 2.

No entry
This field is system generated. This is the payroll office identification number.
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Year

Quarter

Submission

Agency

POI

Carrier

Enrollment Code

SSN

Last Name

First Name

Middle Name

Effective Date

No entry
This field is system generated. This is the reconciliation year.

No entry
This field is system generated. This is the reconciliation quarter.

No entry

This field is system generated. This is the transmission submission for this
enrollee record.

No entry

This field is system generated. This is the agency identification code of the
office where the enrollee is employed (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

No entry

This field is system generated. This is the personnel office identifier of the
office where the enrollee’s records are maintained.

No entry
This field is system generated. This is the carrier code.
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No entry
This field is system generated. This is the enrollee’s enrollment code.

No entry
This field is system generated. This is the enrollee’s social security number.

No entry
This field is system generated. This is the enrollee’s last name.

No entry
This field is system generated. This is the enrollee’s first name.

No entry
This field is system generated. This is the enrollee’s middle name.

No entry
This field is system generated. This is the effective date of the enrollment.
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Deceased Annuitant SSN

Pseudo SSN

Other Payroll ID

Other Carrier ID

Submitter Use #1

Submitter Use #2

Submitter Use #3

Date Processed

Time Processed

Source
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No entry

This field is system generated. This the enrollee’s withholding/premium per pay
period.

No entry

This field is system generated. This is the deceased annuitant enrollee’s social
security number.

No entry

This field is system generated. This is the pseudo social security number used
by the agency and carrier to identify the enrollee.

No entry

This field is system generated. This is an identifier used by the agency to
identify the enrollee.

No entry

This field is system generated. This is an identifier used by the carrier to
identify the enrollee.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the record.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the record.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the record.

No entry
This field is system generated. This is the date the record was processed.

No entry
This field is system generated. This is the time the record was processed.

No entry

This field is system generated. This is the source of transmission data indicator.
The value in the first position equdfor mainframe ofS for server. The value

in the second position equdlsfor transmission oMfor manual entry.
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Fail Count

Select Another
Discrepancy

Discrepancy

Reconciliation Reason

Reconciliation Action

Corrective Action

Payroll Office Comments

Carrier Comments

No entry

This field is system generated. This is the number of times this record has failed
a quarterly edit process.

Optional

If multiple discrepancies are shown, click each discrepancy number to view the
corresponding code and message.

No entry

p! his field is system generated. The discrepancy code identifies an error or
warning. A short description is displayed next to the code. To view a detailed
explanation of the discrepancy code, cligkplain] or seeDiscrepancy Codes

Table in Part 4. If Discrepancy Code 165 or 167 is displayed in the Discrepancy
field, the[Duplicate] button is also displayed. Cligkuplicate] to display the
duplicate payroll office enrollee record for this enrollee recesg.

No entry

p! his field is system generated. This code identifies the cause of a discrepa
as reported by the agency. A short description is displayed next to the code.
view a detailed explanation of the reconciliation reason code,[Ekpkiin] or
seeReconciliation Reason Codes Table  in Part 4 .-

No entry

p! his field is system generated. This code identifies the action requested b
agency to resolve a discrepancy. A short description is displayed next to the
code. To view a detailed explanation of the reconciliation action code, click
[Explain] or seeReconciliation Action Codes Table  in Part 4. =g
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No entry

p! his field is system generated. This code identifies the carrier’s response to
the reconciliation action code displayed in the Reconciliation Action field. A
short description is displayed next to the code. To view a detailed explanation of
the carrier’s corrective action response code, (#ighlain] or seeCarrier

Corrective Action Response Codes Table N Part 4. =g

No entry
This field is system generated. These are the agency’s comments.

No entry
This field is system generated. These are the carrier’s comments.
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Last Payroll Update

ID No entry

This field is system generated. This is the user identification number of the
payroll office representative who made the most recent change to the record.

Date No entry
This field is system generated. This is the date of the most recent change.

Time No entry
This field is system generated. This is the time of the most recent change.

Last Carrier Update

ID No entry

This field is system generated. This is the user identification number of the
carrier representative who made the most recent change to the record.

Date No entry
This field is system generated. This is the date of the most recent change.

Time No entry
This field is system generated. This is the time of the most recent change.

Payroll Office Enrollees Reconcile Page Field Instructions

The Payroll Office Enrollees Reconcile pagere 2:28 ) is used to reconcile payroll office
enrollee data on a selected record. For instructions on using the Payroll Office Enrollees
Reconcile page, se&conciling A Payroll Office Enrollee Record _ in Part 2.

Payroll Office ID No entry
This field is system generated. This is the payroll office identification number.

Year No entry
This field is system generated. This is the reconciliation year.

Quarter No entry
This field is system generated. This is the reconciliation quarter.
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Submission

Agency

POI

Carrier

Enrollment Code

SSN

Last Name

First Name

Middle Name

Effective Date

Amount

Deceased Annuitant SSN

No entry

This field is system generated. This is the transmission submission for this
record.

No entry

This field is system generated. This is the agency identification code of the
office where the enrollee is employed (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

No entry

This field is system generated. This is the personnel office identifier of the
office where the enrollee’s records are maintained.

No entry
This field is system generated. This is the carrier code.

No entry
This field is system generated. This is the enrollee’s enrollment code.

No entry
This field is system generated. This is the enrollee’s social security number.
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No entry
This field is system generated. This is the enrollee’s last name.
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No entry
This field is system generated. This is the enrollee’s first name.

No entry
This field is system generated. This is the enrollee’s middle name.

No entry
This field is system generated. This is the effective date of the enrollment.

No entry
This field is system generated. This is the withholding/premium per pay period.

No entry

This field is system generated. This is the deceased annuitant enrollee’s social
security number.
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Other Payroll ID

Other Carrier ID

Submitter Use #1

Submitter Use #2

Submitter Use #3

Date Processed

Time Processed

Source

Fail Count

Select Another
Discrepancy
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No entry

This field is system generated. This is the pseudo social security number used
by the agency and carrier to identify the enrollee.

No entry

This field is system generated. This is an identifier used by the agency to
identify the enrollee.

No entry

This field is system generated. This is an identifier used by the carrier to
identify the enrollee.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the record.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the record.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the record.

No entry
This field is system generated. This is the date the record was processed.

No entry
This field is system generated. This is the time the record was processed

No entry

This field is system generated. This is the source of transmission indicator. The
value in the first position equaMfor mainframe ofS for server. The value in

the second position equalsfor transmission oMfor manual entry.

No entry

This field is system generated. This is the number of times this record has failed
a quarterly edit process.

Optional

If multiple discrepancies are shown, click each discrepancy number to view the
corresponding code and message.
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Discrepancy

Reconciliation Reason

Reconciliation Action

Corrective Action

Payroll Office Comments

Carrier Comments

No entry

p! his field is system generated. The discrepancy code identifies an error or
warning. A short description is displayed next to the code. To view a detailed
explanation of the discrepancy code, cligkplain] or seeDiscrepancy Codes

Table in Part 4. <=

Required

pClick the drop-down menu and select the code that identifies the cause of the
discrepancy. A short description is displayed next to the code. To view a
detailed explanation of the reconciliation reason codeRseeciliation

Reason Codes Table in Part 4. If the enrollee record is reconciled, {Replain]

button is displayed next to the code. CljEkplain] to display a detailed
explanation of the codesg

Required

pClick the drop-down menu and select the code that identifies the action
requested to resolve the discrepancy. A short description is displayed next to the
code. To view a detailed explanation of the reconciliation action code, see
Reconciliation Action Codes Table _in Part 4. If the enrollee record is reconciled,
the[Explain] button is displayed next to the code. Cligkplain] to display a
detailed explanation of the codag

No entry

p! his field is system generated. This code identifies the carrier’s response t
the reconciliation action code listed in the Reconciliation Action field. A shor
description is displayed next to the code. To view a detailed explanation of t
carrier’s corrective action response code, diisiplain] or seeCarrier

Corrective Action Response Codes Table N Part 4. =g
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Conditional, alphanumeric, 400 positions max.
Type comments about this record.

Note: If 580 was selected in the Reconciliation Reason field, comments
explaining the reconciliation reason must be entered in this field.

No entry

This field is system generated. These are the carrier’'s comments about this
record.

Last Payroll Update
ID

Date

No entry

This field is system generated. This is the user identification number of the
payroll office representative who made the most recent change to the record.

No entry

This field is system generated. This is the date of the most recent change made
to the record by the payroll office.
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No entry

This field is system generated. This is the time of the most recent change made
to the record by the payroll office.

Last Carrier Update

ID

Date

Time

No entry

This field is system generated. This is the user identification number of the
carrier representative who made the most recent change to the record.

No entry

This field is system generated. This is the date of the most recent change made
to the record by the carrier.

No entry

This field is system generated. This is the time of the most recent change made
to the record by the carrier.
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Carrier Field Descriptions And Instructions

This section presents the following topics:

Carrier Information Page Field Instructions

Carrier Information Search Results Page Field Descriptions

Carrier Information View Page Field Descriptions

Carrier Identifiers Page Field Instructions

Carrier Identifiers Search Results Page Field Descriptions

Carrier Identifiers View Page Field Descriptions

Carrier Enroliment Codes Page Field Instructions

Carrier Enrollment Codes Search Results Page Field Descriptions

Carrier Enrollment Codes View Page Field Descriptions

Carrier Contacts Page Field Instructions

Carrier Plan Contacts Page Field Instructions

Carrier Contacts Search Results Page Field Descriptions

Carrier Plan Contacts Search Results Page Field Descriptions

Carrier Contacts View Page Field Descriptions

Carrier Plan Contacts View Page Field Descriptions

Carrier Transmissions Page Field Instructions

Carrier Transmissions Search Results Page Field Descriptions

Carrier Transmissions View Page Field Descriptions

Carrier Enrollees Page Field Instructions
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Carrier Enrollees Search Results Page Field Descriptions

Carrier Enrollees View Page Field Descriptions
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Payroll Office Enrollees Validate Page Field Instructions

Carrier Information Page Field Instructions

The Carrier Information page€igure 2:30 ) is used to search for carrier information records
by carrier code, name, etc. For instructions on using the Carrier Information page, see
Viewing Carrier Information Records _in Part 2.

Carrier Optional, alphanumeric, 4 positions
Type the carrier code.

Name Optional, alphanumeric, 40 positions max.

Type the name of the carrier.

City Optional, alphanumeric, 25 positions max
Type the name of the carrier’s city.

Note: If the address is an overseas military address, type FPO for fleet post
office or APO for army post office in lieu of the city.
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State Optional

Click the drop-down menu and select carrier’s state, U.S. territory, or overseas
military abbreviation. For a list and descriptions of state, U.S. territory, and
overseas military abbreviations, sgete, U.S. Territory, And Overseas Military
Abbreviations Table in Part 4.

Order By Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Carrier sort
option. To choose a sort option, select the radio button next to one of the
following values:

Carrier Sorts search results by carrier code.
Name Sorts search results by name.

City Sorts search results by city.

State Sorts search results by state.

Carrier Information Search Results Page Field Descriptions

The Carrier Information Search Results pagigute 2:31 ) displays a list of carrier

information records resulting from the search criteria entered on the Carrier Information page
(Figure 2:30 ). For instructions on using the Carrier Information Search Results page, see
Viewing Carrier Information Records _ in Part 2.

Carrier No entry
This field is system generated. This is the carrier code.

Name No entry
This field is system generated. This is the name of the carrier.

Address No entry
This field is system generated. This is the carrier’s street or PO box address.

City No entry
This field is system generated. This is the name of the carrier’s city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

State No entry

This field is system generated. This is the carrier’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Seee, U.S. Territory, And Overseas

Military Abbreviations Table _in Part 4.
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ZIP No entry
This field is system generated. This is the carrier’'s ZIP Code.

Carrier Information View Page Field Descriptions

The Carrier Information View pag€igure 2:32) displays a selected carrier information
record. For instructions on using the Carrier Information View page/iseieg Carrier
Information Records _in Part 2.

Carrier No entry
This field is system generated. This is the carrier code.

Name No entry
This field is system generated. This is the name of the carrier.

Address Line 1 No entry

This field is system generated. This is the first line of the carrier’s street or P
box address.

Address Line 2 No entry

This field is system generated. This is the second line of the carrier’s street
PO box address.
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Address Line 3 No entry

This field is system generated. This is the third line of the carrier’s street or PO
box address.

City No entry
This field is system generated. This is the name of the carrier’s city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

State No entry

This field is system generated. This is the carrier’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Sege, U.S. Territory , And Overseas

Military Abbreviations Table _in Part 4.

ZIP No entry
This field is system generated. This is the carrier’s ZIP Code.
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No entry

This field is system generated. This is the carrier’s country code. For a list and
descriptions of country codes, Sguntry Codes Table in Part 4.

No entry
This field is system generated. This is the first date the carrier will be valid.

No entry
This field is system generated. This is the last date the carrier will be valid.

Last Changed

ID

Date

Time

No entry

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

No entry
This field is system generated. This is the date of the most recent change.

No entry
This field is system generated. This is the time of the most recent change.

Carrier ID

Carrier Identifiers Page Field Instructions

The Carrier Identifiers page€igure 2:33) is used to search for carrier identification records
by carrier ID. For instructions on using the Carrier Identifiers pagevissi@g Carrier ID
Records in Part 2.

Optional, alphanumeric, 7 positions

Type the carrier identification code assigned by NFC’s CLER Operations and
Reconciliation Unit.

Carrier Identifiers Search Results Page Field Descriptions

The Carrier Identifiers Search Results pagigute 2:34 ) displays a list of carrier identifier
records resulting from the search criteria entered on the Carrier Identifiers-jpagex33 ).
For instructions on using the Carrier Identifiers Search Results pagéesig Carrier ID
Records in Part 2.
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Carrier ID

Name

Start Date

End Date

No entry

This field is system generated. This is the carrier identification code assigned by
NFC’s CLER Operations and Reconciliation Unit.

No entry
This field is system generated. This is the name of the carrier.

No entry

This field is system generated. This is the first date (MMDDYYYY) the carrier
plan will be valid. If the date is not known, 01/01/2001 is displayed.

No entry

This field is system generated. This is the last date (MMDDYYYY) the carrier
plan will be valid. If the date is not known, 12/31/9999 is displayed.

Carrier Identifiers View Page Field Descriptions

Carrier ID

Start Date

End Date

Error Threshold

Threshold Type

The Carrier Identifiers View pag€idure 2:35) displays a selected carrier identifier record.
For instructions on using the Carrier Identifiers View pageyv&eeng Carrier ID Records
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No entry

This field is system generated. This is the carrier identification code assigne
NFC’s CLER Operations and Reconciliation Unit.
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No entry

This field is system generated. This is the first date (MMDDYYYY) the carrier
plan will be valid. If the date is not known, 01/01/2001 is displayed.

No entry

This field is system generated. This is the last date (MMDDYYYY) the carrier
plan will be valid. If the date is not known, 12/31/9999 is displayed.

No entry

This field is system generated. This is the number or percentage of errors
permitted for the carrier before a transmission file is rejected.

No entry

This field is system generated. This is the threshold type. Pypdicates
percent and typBl indicates a number as a measure of error threshold.
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Last Changed
ID No entry
This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.
Date No entry
This field is system generated. This is the date of the most recent change.
Time No entry

This field is system generated. This is the time of the most recent change.

Carrier Enroliment Codes Page Field Instructions

The Carrier Enrollment Codes padéy(re 2:36 ) is used to search for carrier enroliment

code records by carrier code, enroliment code, etc. Only NFC’s CLER Operations and
Reconciliation Unit has the authority to add, update, and delete carrier enrollment codes. For
instructions on using the Carrier Enrollment Codes pageviee@g Carrier Enrollment

Code Records in Part 2.

Carrier Optional, alphanumeric, 4 positions
Type the carrier code.

Enrollment Code Optional, alphanumeric, 3 positions
Type the carrier enrollment code.

Order By Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Carrier sort
option. To choose a sort option, select the radio button next to one of the
following values:

Carrier Sorts search results by carrier code.
Code Sorts search results by carrier enroliment code.

Carrier Enroliment Codes Search Results Page Field Descriptions

The Carrier Enrollment Codes Search Results priger€ 2:37 ) displays a list of carrier
enrollment code records resulting from the search criteria entered on the Carrier Enrollment
Codes page~(gure 2:36 ). For instructions on using the Carrier Enrollment Codes Search
Results page, ségewing Carrier Enrollment Code Records _in Part 2.
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Carrier No entry
This field is system generated. This is the carrier identification code.
pRegion No entry
This field is system generated. This is the carrier’s enrollment data transmission
location code assigned by NFC’s CLER Operations and Reconciliation<dit.
Code No entry
This field is system generated. This is the carrier enroliment code.
Name No entry
This field is system generated. This is the name of the carrier.
Start Date No entry
This field is system generated. This is the first date the carrier enrollment code
will be valid.
End Date No entry
This field is system generated. This is the last date the carrier enrollment co
will be valid.
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Carrier Enroliment Codes View Page Field Descriptions

The Carrier Enrollment Codes View pa@#(re 2:38 ) displays a selected carrier enrolime
code record. For instructions on using the Carrier Enrollment Codes View pagevses
Carrier Enrollment Code Records _ in Part 2.

Carrier No entry
This field is system generated. This is the carrier code.

pRegion No entry
This field is system generated. This is the carrier’s enrollment data transmission
location code assigned by NFC’s CLER Operations and Reconciliation<dnit.

Enrollment Code No entry
This field is system generated. This is the carrier enroliment code.

Start Date No entry
This field is system generated. This is the first date the carrier enrollment code
will be valid.
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End Date No entry
This field is system generated. This is the last date the carrier enroliment code
will be valid.

Last Changed

ID No entry

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

Date No entry
This field is system generated. This is the date of the most recent change.

Time No entry
This field is system generated. This is the time of the most recent change.

Carrier Contacts Page Field Instructions

The Carrier Contacts pageidure 2:40 ) is used to search for carrier contact records by carrier
ID, type code, etc. For instructions on using the Carrier Contacts paggs\sieg Carrier
And Carrier Plan Contact Records _in Part 2.

Carrier ID Optional, alphanumeric, 7 positions

Type the carrier identification code assigned by NFC’s CLER Operations and
Reconciliation Unit.

Type Optional
The Type code indicates whether the carrier contact is an administrative contact
or a technical contact. To select the Type code, click the drop-down menu and
select eithetGeneral for an administrative contact dechnical  for a
technical contact.

Display Optional default

This field allows users to display search results by the options listed below. If
no display option is selected, this field automatically defaults to the All display
option. To choose a display option, select the radio button next to one of the
following values:

All Displays all contacts for carrier ID and type code entered.

Active Displays active contacts for carrier ID and type code entered.

Inactive Displays inactive contacts for carrier ID and type code
entered.
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Order By Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the ID sort option. To
choose a sort option, select the radio button next to one of the following values:

ID Sorts search results by carrier ID.
Type Sorts search results by type code.

Carrier Plan Contacts Page Field Instructions

The Carrier Plan Contacts pagéy(re 2:43 ) is used to search for carrier plan contact records
by carrier identification code, plan, etc. For instructions on using the Carrier Plan Contacts
page, se®iewing Carrier And Carrier Plan Contact Records __ in Part 2.

Carrier Optional, alphanumeric, 7 positions
Type the carrier identification code.

Plan Optional, alphanumeric, 2 positions
Type the first two positions of the carrier enrollment code.

Type Optional
The Type code indicates whether the carrier plan contact is an administrative
contact or a technical contact. To select the Type code, click the drop-down
menu and select eith&eneral for an administrative contact or
Technical for a technical contact.
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Display Optional default
This field allows users to display search results by the options listed below. If
no display option is selected, this field automatically defaults to the All display
option. To choose a display option, select the radio button next to one of the
following values:

All Displays all contacts for carrier code and type code entered.
Active Displays active contacts for carrier code and type code
entered.
Inactive Displays inactive contacts for carrier code and type code
entered.
Order By Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Carrier sort
option. To choose a sort option, select the radio button next to one of the
following values:
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Carrier Sorts search results by carrier code.
Plan Sorts search results by plan code.
Type Sorts search results by type code.

Carrier Contacts Search Results Page Field Descriptions

The Carrier Contacts Search Results p&agire 2:41 ) displays a list of carrier contact
records resulting from the search criteria entered on the Carrier ContactSipage 40 ).
For instructions on using the Carrier Contacts Search Results pagevseg Carrier And
Carrier Plan Contact Records _in Part 2.

Carrier ID No entry

This field is system generated. This is the carrier identification code assigned by
NFC’s CLER Operations and Reconciliation Unit.

Type No entry

This field is system generated. TB&neral type code indicates the carrier
contact holds an administrative position. TFechnical type code indicates
the carrier contact holds a technical position.

Status No entry

This field is system generatefictive indicates that the record has been
activated in CLERInactive indicates that the record has been inactivated
in CLER.

Name No entry
This field is system generated. This is the name of the carrier contact.

Phone No entry
This field is system generated. This is the carrier contact’s telephone number.

Email No entry
This field is system generated. This is the carrier contact’s e-mail address.

Carrier Plan Contacts Search Results Page Field Descriptions

The Carrier Plan Contacts Search Results peigeré 2:44 ) displays a list of carrier plan
contact records resulting from the search criteria entered on the Carrier Plan Contacts page
(Figure 2:43). For instructions on using the Carrier Plan Contacts Search Results page, see
Viewing Carrier And Carrier Plan Contact Records in Part 2.
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Carrier No entry
This field is system generated. This is the carrier identification code.
Plan No entry
This field is system generated. This is the first two positions of the carrier
enrollment code.
Type No entry
This field is system generated. TB&neral type code indicates the carrier
plan contact holds an administrative position. Tieehnical type code
indicates the carrier plan contact holds a technical position.
Status No entry
This field is system generatefictive indicates that the record has been
activated in CLERInactive  indicates that the record has been inactivated
in CLER.
Name No entry
This field is system generated. This is the name of the carrier plan contact. rpn
Zn
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Phone No entry a g
e . . 30
This field is system generated. This is the carrier plan contact’s telephone § o
number. Ss
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Email No entry

This field is system generated. This is the carrier plan contact’s e-mail addre

Carrier Contacts View Page Field Descriptions

The Carrier Contacts View pagedure 2:42 ) displays a selected carrier contact record. For
instructions on using the Carrier Contacts View pageygeéng A Carrier Contact Record

in Part 2.
Carrier ID No entry
This field is system generated. This is the carrier identification code assigned by
NFC’s CLER Operations and Reconciliation Unit.
Type No entry

This field is system generated. TB&neral type code indicates the carrier
contact holds an administrative position. TFechnical type code indicates
the carrier contact holds a technical position.
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Address Line 2
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City

State

ZIP

Country

Phone Number

Fax Number
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No entry

This field is system generated. This is the title, position, etc., of the carrier
contact.

No entry
This field is system generated. This is the name of the carrier contact.

No entry

This field is system generated. This is the first line of the carrier contact’s street
or PO box address.

No entry

This field is system generated. This is the second line of the carrier contact's
street or PO box address.

No entry

This field is system generated. This is the third line of the carrier contact’s street
or PO box address.

No entry
This field is system generated. This is the name of the carrier contact’s city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

No entry

This field is system generated. This is the carrier contact’s state, U.S. territory,
or overseas military abbreviation. For a list and descriptions of state, U.S.
territory, and overseas military abbreviations, See. U.S. Territory, And

Overseas Military Abbreviations Table _ in Part 4.

No entry
This field is system generated. This is the carrier contact’s ZIP Code.

No entry

This field is system generated. This is the carrier contact’s country code. For a
list and descriptions of country codes, seentry Codes Table in Part 4.

No entry
This field is system generated. This is the carrier contact’s telephone number.

No entry
This field is system generated. This is the carrier contact’s fax number.
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Email Address

No entry
This field is system generated. This is the carrier contact’s e-mail address.

This field is system generated. These are remarks about this record.

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

This field is system generated. This is the date of the most recent change.

Remarks No entry
Last Changed

ID No entry
Date No entry
Time No entry

This field is system generated. This is the time of the most recent change.

Carrier Plan Contacts View Page Field Descriptions

Carrier

Plan

Type

Role

The Carrier Plan Contacts View pag&(re 2:45 ) displays a selected carrier plan contact
record. For instructions on using the Carrier Plan Contacts View pagées@&g A Carrier

Plan Contact Record in Part 2.

No entry
This field is system generated. This is the carrier identification code.

No entry

This field is system generated. This is the first two positions of the carrier
enrollment code.

No entry

This field is system generated. TB&neral type code indicates the carrier
plan contact holds an administrative position. Tieehnical type code
indicates the carrier plan contact holds a technical position.

No entry
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This field is system generated. This is the title, position, etc., of the carrier plan

contact.
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State

ZIP

Country

Phone Number

Fax Number

Email Address
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No entry
This field is system generated. This is the name of the carrier plan contact.

No entry

This field is system generated. This is the first line of the carrier plan contact’s
street or PO box address.

No entry

This field is system generated. This is the second line of the carrier plan
contact’s street or PO box address.

No entry

This field is system generated. This is the third line of the carrier plan contact’s
street or PO box address.

No entry
This field is system generated. This is the name of the carrier plan contact’s city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

No entry

This field is system generated. This is the carrier plan contact’s state, U.S.
territory, or overseas military abbreviation. For a list and descriptions of state,
U.S. territory, and overseas military abbreviations,See, U.S. Territory, And
Overseas Military Abbreviations Table _ in Part 4.

No entry
This field is system generated. This is the carrier plan contact’s ZIP Code.

No entry

This field is system generated. This is the carrier plan contact’s country code.
For a list and descriptions of country codes,&aetry Codes Table in Part 4.

No entry

This field is system generated. This is the carrier plan contact’s telephone
number.

No entry
This field is system generated. This is the carrier plan contact’s fax number.

No entry
This field is system generated. This is the carrier plan contact’s e-mail address.

3:52 Carrier Plan Contacts View Page Field Descriptions



Title 10, Chapter 1
CLER for Agencies

Remarks

No entry
This field is system generated. These are remarks about this record.

Last Changed

ID

Date

Time

No entry

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

No entry
This field is system generated. This is the date of the most recent change.

No entry
This field is system generated. This is the time of the most recent change.

Carrier Transmissions Page Field Instructions

Carrier ID

Year

Quarter

The Carrier Transmissions paddg(re 2:46 ) is used to search for carrier transmission
records by carrier ID, year, etc. For instructions on using the Carrier Transmissions pad
Viewing Carrier Transmission Records __in Part 2.
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Note: Entry of at least one optional field (e.g., Carrier ID, Year, etc.) is required for the

search.
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Optional, alphanumeric, 7 positions

Type the carrier identification code assigned by NFC's CLER Operations and
Reconciliation Unit.

Optional, alphanumeric, 4 positions
Type the reconciliation year for the requested transmission record.

Optional, alphanumeric, 1 position
Type the reconciliation quarter for the requested transmission record.

Order By

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Carrier ID sort
option. To choose a sort option, select the radio button next to one of the
following values:
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Carrier ID Sorts search results by carrier ID.
Year/Quarter Sorts search results by reconciliation year and reconciliation
quarter.

Carrier Transmissions Search Results Page Field Descriptions

The Carrier Transmissions Search Results peiger¢ 2:47 ) displays a list of carrier
transmission records resulting from the search criteria entered on the Carrier Transmissions
page Figure 2:46 ). For instructions on using the Carrier Transmissions Search Results page,
seeViewing Carrier Transmission Records __ in Part 2.

Carrier ID No entry

This field is system generated. This is the carrier identification code assigned by
NFC’s CLER Operations and Reconciliation Unit.

Year No entry

This field is system generated. This is the reconciliation year for the requested
transmission record.

Quarter No entry

This field is system generated. This is the reconciliation quarter for the
requested transmission record.

Submission No entry

This field is system generated. This is the number of transmissions submitted
for the reconciliation quarter selected.

Submission Date No entry
This field is system generated. This is the date the transmission was submitted.

Code No entry
This field is system generated. This is the transmission processing code. The
Initial code indicates an initial file, th®dd code indicates an additional

file, and theReplace code indicates a replacement file.

Status No entry

This field is system generated. This field displ@@ for an accepted
transmission; otherwise, a carrier system code is displayed. It indicates the
status of a carrier enrollment data transmission. For a list and descriptions of
carrier system codes, seerrier System Codes Table in Part 4.
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Validation No entry
This field is system generated. This is the status of the validation. The
Validated code is displayed when the transmission is validated. The
Cleared code is displayed when the transmission validation is cleared.

Carrier Transmissions View Page Field Descriptions

The Carrier Transmissions View pagéy(re 2:48 ) displays a selected carrier transmission
record. For instructions on using the Carrier Transmissions View pagéeseeg Carrier
Transmission Records _in Part 2.

Carrier ID No entry

This field is system generated. This is the carrier identification code assigned by
NFC’s CLER Operations and Reconciliation Unit.

Year No entry

This field is system generated. This is the reconciliation year for the request
transmission record.

Quarter No entry

This field is system generated. This is the reconciliation quarter for the
requested transmission record.
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Submission No entry

This field is system generated. This is the number of transmissions submitte
for the reconciliation quarter selected.

Submission Date No entry
This field is system generated. This is the date the transmission was submitted.

As of Date No entry

This field is system generated. This is the date the transmitted enrollment data
was extracted.

Records Sent No entry

This field is system generated. This is the number of records sent in the
transmission.

Records Received No entry

This field is system generated. This is the number of records found in the
transmission file during processing.
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Records Processed No entry

This field is system generated. This is the number of records accepted to store in
the CLER tables.

Date Processed No entry

This field is system generated. This is the current system date when the process
was run.

Time Processed No entry

This field is system generated. This is the current system time when the process
was run.

Code No entry

This field is system generated. This is the transmission processing code. The
codel or blank indicate an initial file, cod®& indicates additional, and cofe
indicates replace all previous.

Status No entry

This field is system generated. This field displ@@ for an accepted
transmission; otherwise, a carrier system code is displayed. It indicates the
status of a carrier enrollment data transmission. For a list and descriptions of
carrier system codes, seerrier System Codes Table in Part 4.

Source No entry
This field is system generated. This is the source of transmission data indicator.
The value in the first position equdfor mainframe ofS for server. The value
in the second position equdlsfor transmission oMfor manual entry.

Email Date No entry

This field is system generated. This is the date the last e-mail was sent to this
submitter as a reminder to send a transmission for the current reconciliation
quarter.

Email Time No entry

This field is system generated. This is the time the last e-mail was sent to this
submitter as a reminder to send a transmission for the current reconciliation
quarter.

pCarrier Enrollees Page Field Instructions

The Carrier Enrollees pageidure 2:49 ) is used to search for carrier enrollee records by
carrier ID, year, etc. For instructions on using the Carrier Enrollees pagéaise@ing
Carrier Enrollee Records Marked With Discrepancy Code 160 in Part 2.
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Note: Entry of at least two optional fields (e.g., Payroll Office, Enroliment Code, etc.) is
required for the search, unless you completeettiee SSN field, in which case, no other
entries are needed.

Carrier ID

Year

Quarter

Payroll Office

Enrollment Code

Required

Click the drop-down menu and select the carrier identification code assigned by
NFC’s CLER Operations and Reconciliation Unit.

Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

Optional, alphanumeric, 8 positions

Type your organization’s payroll office identification number. Only the payroll
office identification number for your organization should be typed in this field
If this number is not typed, this field automatically defaults to your
organization’s payroll office identification number.
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Optional, alphanumeric, 3 positions

Type the carrier enrollment code.
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SSN

To search for a specific enrollee record by social security number (SSN), or to search for a
range of enrollee records by a range of SSNs, complete the fields as described below.

Note: A search for enrollee records bgympleteenrollee SSNs will display the records
without the need to complete another optional data entry field (e.g., Payroll Office,
Enroliment Code, etc.) on this page.

From

To

Optional, numeric, 9 positions max.

To search for a specific enrollee record by SSN, type the SSN and skip the To
field.

To search for a range of enrollee records by a range of SSNs, type the SSN that
starts the range, then go to the To field.

Optional, numeric, 9 positions max.

When searching for a range of enrollee records by a range of SSNs, type the
SSN that ends the range; otherwise, leave blank.
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Last Name Optional, alphanumeric, 25 positions max.

Type the enrollee’s last name. If the enrollee has a title (e.g., Jr, Sr, I, I, or III),

it should be entered after the last name without punctuation (e.g., Smith Jr or
Smith 11). If there is a case of an enrollee having only one name, that one name
must be entered in this field.

First Name Optional, alphanumeric, 12 positions max.

Type the enrollee’s first name. This must be provided with the exception of
when an enrollee has only one name.

Middle Name Optional, alphanumeric, 12 positions max.
Type the enrollee’s middle name.

Display Optional default

This field allows users to display search results by the options listed below. If
no display option is selected, this field automatically defaults to the All Records
display option. To choose a display option, select the radio button next to one of
the following values:

All Records Displays all records related to the search criteria.

Matches Displays all matched records related to the search criteria.

No Matches Displays all unmatched records related to the search criteria.

Discrepancies Displays all records with discrepancies related to the search
criteria.

Warnings Displays all records with warnings related to the search
criteria.

Unreconciled Displays all records with unreconciled discrepancies related
to the search criteria.

Reconciled Displays all records with reconciled discrepancies related to
the search criteria.

Confirmed Displays all records with confirmed discrepancies related to

the search criteria. Confirmed discrepancies are
discrepancies where the carrier is in agreement with the
payroll office’s reconciliation reason and reconciliation action.

Disputed Displays all records with disputed discrepancies related to
the search criteria. Disputed discrepancies are discrepancies
where the carrier is not in agreement with the payroll office’s
reconciliation reason and reconciliation action.

Not Validated Displays all records that have not been validated.

Order By

1st Optional default
This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Name sort option.
To choose a sort option, click the drop-down menu and select one of the
following options to display the selected criteria in first sort search order:
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2nd

3rd

4th

5th

Payroll Office

Enrollment
Code

Fail Count

Name
SSNO

Optional default

Sorts search results by payroll office identification number.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by enrollee social security number.

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the SSNO sort option.
To choose a sort option, click the drop-down menu and select one of the
following options to display the selected criteria in second sort search order:

Payroll Office

Enrollment
Code

Fail Count

Name
SSNO

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:

Payroll Office

Enrollment
Code

Fail Count

Name
SSNO

Optional

Sorts search results by payroll office identification number.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by enrollee social security number.
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Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.

Sorts search results by enrollee social security number.

Click the drop-down menu and select one of the following options to display
the selected criteria in fourth sort search order:

Payroll Office

Enrollment
Code

Fail Count

Name
SSNO

Optional

Sorts search results by payroll office identification number.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by enrollee social security number.

Click the drop-down menu and select one of the following options to display
the selected criteria in fifth sort search order:
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Payroll Office Sorts search results by payroll office identification number.
Enrollment Sorts search results by enrollment code.
Code
Fail Count Sorts search results by the number of times a record has

failed the quarterly edit process.
Name Sorts search results by enrollee name.
SSNO Sorts search results by enrollee social security number.

pCarrier Enrollees Search Results Page Field Descriptions

The Carrier Enrollees Search Results p&ggife 2:50 ) displays a list of carrier enrollee
records resulting from the search criteria entered on the Carrier Enrolleesipage(49 ).
Only carrier enrollee records marked widiscrepancy Code 16@re displayed. For
instructions on using the Carrier Enrollees Search Results pageaiseéing Carrier
Enrollee Records Marked With Discrepancy Code 160 _in Part 2.

Carrier ID No entry

This field is system generated. This is the carrier identification code assigned by
NFC’s CLER Operations and Reconciliation Unit.

Year No entry
This field is system generated. This is the reconciliation year.

Quarter No entry
This field is system generated. This is the reconciliation quarter.

Enrollee SSN No entry
This field is system generated. This is the enrollee’s social security number.

Last Name No entry
This field is system generated. This is the enrollee’s last name.

First Name No entry
This field is system generated. This is the enrollee’s first name.

Payroll Office No entry
This field is system generated. This is the payroll office identification number.

Code No entry
This field is system generated. This is the enrollment code.
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Discrepancies

No entry

This field is system generatddiscrepancy Code 160Gs displayed. For a
detailed explanation ddiscrepancy Code 160seeDiscrepancy Codes Table
in Part 4.

Note: Check marks are displayed next to discrepancy codes that have been
addressed by agencies and carriers. Red check marks are displayed next to
discrepancies that have been addressed by agencies. Green check marks are
displayed next to discrepancies that have been addressed by carriers. To display
the most current check marks, cliglefresh] at the top of the Carrier Enrollees
Search Results page.

suonNaNIISU| puy
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Fail Count No entry
This field is system generated. This is the number of times this record has failed
the quarterly edit process.
-
pCarrier Enrollees View Page Field Descriptions
The Carrier Enrollees View pageidure 2:51 ) displays a carrier enrollee record that is
marked withDiscrepancy Code 160For instructions on using the Carrier Enrollees View
page, se®iewing A Carrier Enrollee Record Marked With Discrepancy Code 160
Note: If this page is displayed by clicking tixatching] button on the Payroll Office
Enrollees View page~(gure 2:25 ), the information displayed is limited to the payroll office
identification number, carrier identifier, enrollment effective date, and the year and quar
the carrier enrollee record was submitted. For instructions on using the Carrier Enrolleg
View page in this instance, see CNTL.
Carrier ID No entry
This field is system generated. This is the carrier identification code assigned by
NFC’s CLER Operations and Reconciliation Unit.
Year No entry
This field is system generated. This is the reconciliation year.
Quarter No entry
This field is system generated. This is the reconciliation quarter.
Submission No entry

Payroll Office ID

This field is system generated. This is the transmission submission for this
enrollee record.

No entry
This field is system generated. This is the payroll office identification number.
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SSN

Last Name

First Name

Middle Name

Effective Date

Deceased Annuitant SSN

Pseudo SSN

Other Payroll ID

Other Carrier ID

Submitter Use #1

Submitter Use #2
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No entry
This field is system generated. This is the enrollment code.

No entry
This field is system generated. This is the enrollee’s social security number.

No entry
This field is system generated. This is the enrollee’s last name.

No entry
This field is system generated. This is the enrollee’s first name.

No entry
This field is system generated. This is the enrollee’s middle name.

No entry
This field is system generated. This is the effective date of the enrollment.

No entry

This field is system generated. This is the deceased annuitant enrollee’s social

security number.

No entry

This field is system generated. This is the pseudo social security number used

by the agency and carrier to identify the enrollee.

No entry

This field is system generated. This is an identifier used by the agency to
identify the enrollee.

No entry

This field is system generated. This is an identifier used by the carrier to
identify the enrollee.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the enrollment record.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the enrollment record.
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Submitter Use #3

Date Processed

Time Processed

Source

Fail Count

Select another
discrepancy

Discrepancy

Reconciliation Reason

Reconciliation Action

No entry

This field is system generated. These are remarks that were entered by the
organization that created the enrollment record.

No entry
This field is system generated. This is the date the record was processed.

No entry
This field is system generated. This is the time the record was processed.

No entry

This field is system generated. This is the source of transmission data indicator.
The value in the first position equdfor mainframe ofS for server. The value

in the second position equdlsfor transmission oMfor manual entry.

No entry

This field is system generated. This is the number of times this record has f
the quarterly edit process.

Optional

If multiple discrepancies are shown, click each discrepancy number to view
corresponding code and message.
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No entry
This field is system generatddiscrepancy Code 160s displayedA short

description is displayed next to the code. To view a detailed explanation of this
code, clicklExplain] or seeDiscrepancy Codes Table in Part 4.

No entry

This field is system generated. This code identifies the cause of the discrepancy
as reported by the agency. A short description is displayed next to the code. To
view a detailed explanation of this code, cligkplain] or seeReconciliation

Reason Codes Table in Part 4.

No entry

This field is system generated. This code identifies the action requested by the
agency to resolve the discrepancy. A short description is displayed next to the
code. To view a detailed explanation of this code, ¢igklain] or see

Reconciliation Action Codes Table _in Part 4.
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Corrective Action No entry

This field is system generated. This code identifies the carrier’s response to the
reconciliation action code displayed in the Reconciliation Action field. A short
description is displayed next to the code. To view a detailed explanation of this
code, clickl[Explain] or seeCarrier Corrective Action Response Codes Table  in

Part 4.

Payroll Office Comments  No entry
This field is system generated. These are the payroll office’s comments.

Carrier Comments No entry
This field is system generated. These are the carrier’s comments.

Last Payroll Update

ID No entry

This field is system generated. This is the user identification number of the
payroll office representative who made the most recent change to the record.

Date No entry
This field is system generated. This is the date of the most recent change.

Time No entry
This field is system generated. This is the time of the most recent change.

Last Carrier Update

ID No entry

This field is system generated. This is the user identification number of the
carrier representative who made the most recent change to the record.

Date No entry
This field is system generated. This is the date of the most recent change.

Time No entry
This field is system generated. This is the time of the most recent change.

-

pPayroll Office Enrollees Validate Page Field Instructions

The Payroll Office Enrollees Validate pagég(re 2:52 ) is used to validate a carrier enrollee
record that is marked withiscrepancy Code 160For instructions on using the Payroll
Office Enrollees Validate page, seslidating A Carrier Enrollee Record Marked With

Discrepancy Code 160 .
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Carrier ID

Year

Quarter

Submission

Payroll Office ID

Enrollment Code

SSN

Last Name

First Name

Middle Name

Effective Date

Deceased Annuitant SSN

No entry

This field is system generated.

This is the carrier identification code assigned by

NFC’s CLER Operations and Reconciliation Unit.

No entry

This field is system generated.

No entry

This field is system generated.

No entry

This field is system generated.

enrollee record.

No entry

This field is system generated.

No entry

This field is system generated.

No entry

This field is system generated.

No entry

This field is system generated.

No entry

This field is system generated.

No entry

This field is system generated.

No entry

This field is system generated.

No entry

This field is system generated.

security number.

This is the reconciliation year.

This is the reconciliation quarter.

This is the transmission submission for this

This is the payroll office identification numbe

This is the enrollee’s enrollment code.
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This is the enrollee’s social security number.

This is the enrollee’s last name.

This is the enrollee’s first name.

This is the enrollee’s middle name.

This is the effective date of the enrollment.

This is the deceased annuitant enrollee’s social
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Other Payroll ID

Other Carrier ID

Submitter Use #1

Submitter Use #2

Submitter Use #3

Date Processed

Time Processed

Source

Fail Count

Select another
discrepancy
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No entry

This field is system generated. This is the pseudo social security number used
by the agency and carrier to identify the enrollee.

No entry

This field is system generated. This is an identifier used by the agency to
identify the enrollee.

No entry

This field is system generated. This is an identifier used by the carrier to
identify the enrollee.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the enrollment record.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the enrollment record.

No entry

This field is system generated. These are remarks that were entered by the
organization that created the enrollment record.

No entry
This field is system generated. This is the date the record was processed.

No entry
This field is system generated. This is the time the record was processed.

No entry

This field is system generated. This is the source of transmission data indicator.
The value in the first position equdfor mainframe ofS for server. The value

in the second position equdlsfor transmission oMfor manual entry.

No entry

This field is system generated. This is the number of times this record has failed
the quarterly edit process.

Optional

If multiple discrepancies are shown, click each discrepancy number to view the
corresponding code and message.
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Discrepancy

Reconciliation Reason

Reconciliation Action

Corrective Action

Payroll Office Comments

Carrier Comments

No entry

This field is system generatediscrepancy Code 160Gs displayed. A short
description is displayed next to the code. To view a detailed explanation of
Discrepancy Code 160click [Explain] or seeDiscrepancy Codes Table in

Part 4.

Required

Click the drop-down menu and select the code that identifies the cause of the
discrepancy. A short description is displayed next to the code. To view a
detailed explanation of the reconciliation reason code, [gighain] or see
Reconciliation Reason Codes Table _in Part 4.

Required

Click the drop-down menu and select the code that identifies the action
requested to resolve the discrepancy. A short description is displayed next to the
code. To view a detailed explanation of the reconciliation action code, click
[Explain] or seeReconciliation Action Codes Table _in Part 4.

No entry

This field is system generated. This code identifies the carrier’s response to
reconciliation action code displayed in the Reconciliation Action field. A sho
description is displayed next to the code. To view a detailed explanation of g
carrier corrective action response code,Gesger Corrective Action Response
Codes Table in Part 4. If the enrollee record is validated, tiEgplain] is
displayed. ClicExplain] to display a detailed explanation of the code.
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Conditional, alphanumeric, 400 positions max.
Type comments about this record.

Note: If 580 was selected in the Reconciliation Reason field, comments
explaining the reconciliation reason must be entered in this field.

No entry

This field is system generated. These are the carrier’'s comments about this
record.

Last Payroll Update

ID

Date

No entry

This field is system generated. This is the user identification number of the
payroll office representative who made the most recent change to the record.

No entry

This field is system generated. This is the date of the most recent change made
to the record by the payroll office.
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No entry

This field is system generated. This is the time of the most recent change made
to the record by the payroll office.

Last Carrier Update

ID

Date

Time

No entry

This field is system generated. This is the user identification number of the
carrier representative who made the most recent change to the record.

No entry

This field is system generated. This is the date of the most recent change made
to the record by the carrier.

No entry

This field is system generated. This is the time of the most recent change made
to the record by the carrier.
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Forms Field Descriptions And Instructions

This section presents the following topics:
Form 2809 Page Field Instructions
Form 2809 Add (Part A) Page Field Instructions
Form 2809 Add (Part B) Page Field Instructions
Form 2809 Add (Parts C and D) Page Field Instructions
Form 2809 Add (Part E) Page Field Instructions
Form 2809 Search Results Page Field Descriptions
Form 2809 View (Part A) Page Field Descriptions
Form 2809 View (Part B) Page Field Descriptions
Form 2809 View (Parts C and D) Page Field Descriptions
Form 2809 View (Part E) Page Field Descriptions
Form 2809 Update (Part A) Page Field Instructions
Form 2809 Update (Part B) Page Field Instructions
Form 2809 Update (Parts C and D) Page Field Instructions
Form 2809 Update (Part E) Page Field Instructions
Form 2810 Page Field Instructions
Form 2810 Add (Part A) Page Field Instructions
Form 2810 Add (Parts B thru F) Page Field Instructions
Form 2810 Add (Parts G and H) Page Field Instructions
Form 2810 Search Results Page Field Descriptions
Form 2810 View (Part A) Page Field Descriptions
Form 2810 View (Parts B thru F) Page Field Descriptions
Form 2810 View (Parts G and H) Page Field Descriptions
Form 2810 Update (Part A) Page Field Instructions
Form 2810 Update (Parts B thru F) Page Field Instructions
Form 2810 Update (Parts G and H) Page Field Instructions
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Form 2809 Page Field Instructions

The Form 2809 pageifure 2:54 ) is used to search for Form 2809 records by payroll office
ID, year, etc. For instructions on using the Form 2809 page/s&e®ining 2809 Records _in

Part 2.
Payroll Office ID Required
Click the drop-down menu and select the payroll office identification number.
Year Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.
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Agency ID

POI

Enrollment Code

SSN

User ID

Last Name

First Name

Initial
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Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

Optional, alphanumeric, 4 positions

Type the agency identification code of the office where the enrollee is employed
(example: AG90 for U.S. Department of Agriculture, Office of the Chief
Financial Officer).

Optional, alphanumeric, 4 positions

Type the personnel office identifier of the office where the enrollee’s records are
maintained.

Optional, alphanumeric, 3 positions

Type the enroliment code.

Optional, alphanumeric, 9 positions

pType the enrollee’s social security number (SSN) or pseudo-<s§N.

Optional, alphanumeric, 8 positions max.

Type the user identification number of the person creating the form.

Optional, alphanumeric, 25 positions max.

Type the enrollee’s last name. If the enrollee has a title (e.g., Jr, Sr, I, I, or III),
it should be entered after the last name without punctuation (e.g., Smith Jr or
Smith 111).

Optional, alphanumeric, 17 positions max.

Type the enrollee’s first name.

Optional, alphanumeric, 1 position

Type the enrollee’s middle initial.

Display

Optional default

This field allows users to display search results by the options listed below. If

no display option is selected, this field automatically defaults to the All option.
To choose a display option, select the radio button next to one of the following
values:

All Displays all records related to the search criteria.
Released Displays records released for processing.
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Cancelled Displays records that have been cancelled.
Not Released Displays records not released for processing.
Processed Displays processed records.

Order By Optional default

This field allows users to sort search results by the options listed below. If no

sort option is selected, this field automatically defaults to the Agency ID sort
option. To choose a sort option, select the radio button next to one of the
following values:

Agency ID Sorts search results by agency identification code.

SSN Sorts search results by enrollee social security number.
Name Sorts search results by enrollee name.

User ID Sorts search results by user identification number.

Status Sorts search results by status (i.e., released, processed, not

released, or cancelled release).

Form 2809 Add (Part A) Page Field Instructions

Payroll Office ID

Year

Quarter

The Form 2809 Add (Part A) pageidure 2:55 ) is used to create a Form 2809 (Part A)
record to correct carrier enrollee records and resolve identified discrepancies. For instr
on using the Form 2809 Add (Part A) page, Sding A 2809 Record _in Part 2.

Required

Click the drop-down menu and select the payroll office identification number

for the 2809 record for being created.

Optional default
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Click the drop-down menu and select the reconciliation year for the 2809 record

being created. If no year is selected, this field automatically defaults to the
current reconciliation year.

Optional default
Click the drop-down menu and select the reconciliation quarter for the 2809

record being created. If no quarter is selected, this field automatically defaults to

the current reconciliation quarter.

Personnel Office ID Conditional, alphanumeric, 4 positions
If access is limited to a specific personnel office identifier code, type that code.
phote: Although the system allows for a blank field, please complete this field

if the condition applies«-

Nature of Action

You must select one of the following Nature of Action codes:
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To start the enrollment, click the radio button.

To change the enrollment, click the radio button.

To suspend the enrollment, click the radio button.

To stop the enrollment, click the radio button.

Required, alphanumeric, 25 positions max.

Type the enrollee’s last name. If the enrollee has a title (e.g., Jr, Sr, I, I, or III),
it should be entered after the last name without punctuation (e.g., Smith Jr or

PpRequired-eliphanumeric, 17 positions max.
pType the enrollee’s first namesg

Start Conditional
Change Conditional
Suspend Conditional
Stop Conditional
Last Name
Smith 111).

First Name

Initial

Address Line 1

Address Line 2

Address Line 3

PpOptional-eliphanumeric, 1 position
pType the enrollee’s middle initial.

Note: Although the system allows for a blank field, please complete this field if
the data is availablesg

pEConditional-e@iphanumeric, 35 positions max.

pType the first line of the enrollee’s domestic or foreign street, apartment
number, PO box, rural route, etc., if applicable.

Note: Although the system allows for a blank field, please complete this field if
the condition applies«

pEConditional-e@iphanumeric, 35 positions max.

pType the second line of the enrollee’s domestic or foreign street, apartment
number, PO box, rural route, etc., if applicable.

Note: Although the system allows for a blank field, please complete this field if
the condition applies«s

pEConditional-e@iphanumeric, 35 positions max.

pType the third line of the enrollee’s domestic or foreign street, apartment
number, PO box, rural route, etc., if applicable.

Note: Although the system allows for a blank field, please complete this field if
the condition applies«s
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City

State

ZIP

Country

SSN

Date of Birth

Sex

Married

Required, alphanumeric, 23 positions max.
Type the name of the enrollee’s domestic or foreign city.

Note: If the address is an overseas military address, type FPO for fleet post
office or APO for army post office in lieu of the city.

Conditional

Click the drop-down menu and select the enrollee’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Seee, U.S. Territory, And Overseas

Military Abbreviations Table in Part 4.

Note: If the address contains a state, U.S. territory, or overseas military
abbreviation, this field is required; otherwise, do not complete this field.

Conditional, alphanumeric, 11 positions max.
Type the enrollee’s domestic ZIP Code or foreign postal code.

Note: If the State field is completed, a ZIP code must be entered. If the State
field is not completed, this field is optional.

Conditional

Click the drop-down menu and select the enrollee’s country code. For a list 4
descriptions of country codes, Sguntry Codes Table in Part 4.

Note: If the State field is completed, do not complete this field. If the State fig
is not completed, and the address is from a country other than the United St
a country code must be entered.
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Required, alphanumeric, 9 positions

pType the enrollee’s social security number (SSN). If the enrollee does not
his/her SSN provided to the carrier, a pseudo SSN may be used if the pseud
SSN is also reported to CLERg

Required, alphanumeric, 8 positions

Type the enrollee’s date of birth (MMDDYYYY).

Required
Select the radio button next to one of the following values:

M Indicates the enrollee is male.
F Indicates the enrollee is female.

Required
Select the radio button next one of the following values:

Y Indicates the enrollee is married.
N Indicates the enrollee is single.
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Phone Optional, ppaumeric-7 positions max.

Type the enrollee’s daytime area code and telephone nusiemot type
alpha characters, spaces, dashes, parentheses, pericdq, etc.

Form 2809 Add (Part B) Page Field Instructions

The Form 2809 Add (Part B) pagedure 2:56 ) is used to create a Form 2809 (Part B)
record to correct carrier enrollee records and resolve identified discrepancies. For instructions
on using the Form 2809 Add (Part B) page, Atting A 2809 Record _in Part 2.

Plan Name Conditional, alphanumeric, 35 positions max.

Type the name of the FEHB health insurance plan in which the individual is
enrolling. If the Nature of Action field in Part A 8tart or Change, this
field is required. If the Nature of Action in Part AS$op or Suspend , do

not complete this field.

Enrollment Code Conditional, alphanumeric, 3 positions

Type the enroliment code, which consists of the plan and option codes. If the
Nature of Action in Part A iStart or Change, this field is required. If the
Nature of Action in Part A iStop or Suspend , do not complete this field.

Last Name Line 1 Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s first family member who is enrolled/enrolling in FEHB,;
otherwise, do not complete this field. If the enrollee’s family member has a title
(e.g., Jr, Sr, 1, 1, or 1), it should be entered after the last name without
punctuation (e.g., Smith Jr or Smith IHeeg

First Name Line 1 Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 1 field is completed, type the first name of the
enrollee’s first family member who is enrolled/enrolling in FEHB; otherwise, do
not complete this fieldsg

Initial Line 1 Conditional, alphanumeric, 1 position

pif the Last Name Line 1 field is completed, type the middle initial of the
enrollee’s first family member who is enrolled/enrolling in FEHB; otherwise, do
not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Date of Birth Line 1 Conditional, alphanumeric, 8 positions

pif the Last Name Line 1 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s first family member who is enrolled/enrolling
in FEHB; otherwise, do not complete this fiekdg
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Code Line 1

SSN Line 1

Sex Line 1

ZIP Line 1

Last Name Line 2

First Name Line 2

Conditional

pif the Last Name Line 1 field is completed, click the drop-down menu and
select the code used to identify the first family member’s relation to the

enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4 for
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 1 field is completed, type the SSN of the enrollee’s first
family member who is enrolled/enrolling in FEHB; otherwise, do not complete
this field. If the enrollee’s family member does not want his/her SSN provided
to the carrier, a pseudo SSN may be usag.

Conditional

pif the Last Name Line 1 field is completed, select the radio button next to o
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s first family member is male.
F Indicates the enrollee’s first family member is female.
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pEConditional-e@iphanumeric, 11 positions max.
pif the Last Name Line 1 field is completed, type the domestic ZIP Code or

foreign postal code of the enrollee’s first family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field |
the condition applies and the data is availadig.
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Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s second family member who is enrolled/enrolling in
FEHB; otherwise, do not complete this field. If the enrollee’s family member
has a title (e.g., Jr, Sr, I, 11, or Ill), it should be entered after the last name
without punctuation (e.g., Smith Jr or Smith lisg

Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 2 field is completed, type the first name of the
enrollee’s second family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this fielceg
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Initial Line 2 Conditional, alphanumeric, 1 position

pif the Last Name Line 2 field is completed, type the middle initial of the
enrollee’s second family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Date of Birth Line 2 Conditional, alphanumeric, 8 positions

pif the Last Name Line 2 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s second family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this fieigl.

Code Line 2 Conditional

pif the Last Name Line 2 field is completed, click the drop-down menu and
select the code used to identify the second family member’s relation to the
enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4 for
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

SSN Line 2 pConditional~eiphanumeric, 9 positions

pif the Last Name Line 2 field is completed, type the SSN of the enrollee’s
second family member who is enrolled/enrolling in FEHB; otherwise, do not
complete this field. If the enrollee’s family member does not want his/her SSN
provided to the carrier, a pseudo SSN may be uagd.

Sex Line 2 Conditional

pif the Last Name Line 2 field is completed, select the radio button next to one
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s second family member is male.
F Indicates the enrollee’s second family member is female.

ZIP Line 2 pConditional~siphanumeric, 11 positions max.

pif the Last Name Line 2 field is completed, type the domestic ZIP Code or
foreign postal code of the enrollee’s second family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.
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Last Name Line 3

First Name Line 3

Initial Line 3

Date of Birth Line 3

Code Line 3

SSN Line 3

Sex Line 3

Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s third family member who is enrolled/enrolling in FEHB;
otherwise, do not complete this field. If the enrollee’s family member has a title
(e.g., Jr, Sr, 1, 1, or 1), it should be entered after the last name without
punctuation (e.g., Smith Jr or Smith IHeeg

Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 3 field is completed, type the first name of the
enrollee’s third family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this fielceg

Conditional, alphanumeric, 1 position

pif the Last Name Line 3 field is completed, type the middle initial of the
enrollee’s third family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 8 positions

pif the Last Name Line 3 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s third family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this fieigl.

Conditional

pif the Last Name Line 3 field is completed, click the drop-down menu and
select the code used to identify the third family member’s relation to the
enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (includi
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4%6
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.
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pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 3 field is completed, type the SSN of the enrollee’s
third family member who is enrolled/enrolling in FEHB; otherwise, do not
complete this field. If the enrollee’s family member does not want his/her SSN
provided to the carrier, a pseudo SSN may be uvagd.

Conditional

pif the Last Name Line 3 field is completed, select the radio button next to one
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s third family member is male.
F Indicates the enrollee’s third family member is female.
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ZIP Line 3

Last Name Line 4

First Name Line 4

Initial Line 4

Date of Birth Line 4

Code Line 4

SSN Line 4

Title 10, Chapter 1
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pEConditional-e@iphanumeric, 11 positions max.

pif the Last Name Line 3 field is completed, type the domestic ZIP Code or
foreign postal code of the enrollee’s third family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s fourth family member who is enrolled/enrolling in

FEHB; otherwise, do not complete this field. If the enrollee’s family member
has a title (e.g., Jr, Sr, I, 11, or Ill), it should be entered after the last name
without punctuation (e.g., Smith Jr or Smith isg

Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 4 field is completed, type the first name of the
enrollee’s fourth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this fielceg

Conditional, alphanumeric, 1 position

pif the Last Name Line 4 field is completed, type the middle initial of the
enrollee’s fourth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 8 positions

pif the Last Name Line 4 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s fourth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this fieigl.

Conditional

pif the Last Name Line 4 field is completed, click the drop-down menu and
select the code used to identify the fourth family member’s relation to the
enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4 for
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 4 field is completed, type the SSN of the enrollee’s
fourth family member who is enrolled/enrolling in FEHB; otherwise, do not
complete this field. If the enrollee’s family member does not want his/her SSN
provided to the carrier, a pseudo SSN may be uagd.
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Sex Line 4

ZIP Line 4

Last Name Line 5

First Name Line 5

Initial Line 5

Date of Birth Line 5

Conditional

pif the Last Name Line 4 field is completed, select the radio button next to one
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s fourth family member is male.
F Indicates the enrollee’s fourth family member is female.

pConditional-e@iphanumeric, 11 positions max.

pif the Last Name Line 4 field is completed, type the domestic ZIP Code or
foreign postal code of the enrollee’s fourth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availadig.

Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s fifth family member who is enrolled/enrolling in FEHB,
otherwise, do not complete this field. If the enrollee’s family member has a ti
(e.g., Jr, Sr, 1, 1, or 1), it should be entered after the last name without
punctuation (e.g., Smith Jr or Smith IHeeg

Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 5 field is completed, type the first name of the
enrollee’s fifth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this fieldeg
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Conditional, alphanumeric, 1 position

pif the Last Name Line 5 field is completed, type the middle initial of the
enrollee’s fifth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 8 positions

pif the Last Name Line 5 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s fifth family member who is enrolled/enrolling
in FEHB; otherwise, do not complete this fiekdg
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Code Line 5

SSN Line 5

Sex Line 5

ZIP Line 5

Last Name Line 6

First Name Line 6

Title 10, Chapter 1
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Conditional

pif the Last Name Line 5 field is completed, click the drop-down menu and
select the code used to identify the fifth family member’s relation to the

enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4 for
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 5 field is completed, type the SSN of the enrollee’s fifth
family member who is enrolled/enrolling in FEHB; otherwise, do not complete
this field. If the enrollee’s family member does not want his/her SSN provided
to the carrier, a pseudo SSN may be usag.

Conditional

pif the Last Name Line 5 field is completed, select the radio button next to one
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s fifth family member is male.
F Indicates the enrollee’s fifth family member is female.

pConditional-e@iphanumeric, 11 positions max.

pif the Last Name Line 5 field is completed, type the domestic ZIP Code or
foreign postal code of the enrollee’s fifth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availadig.

Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s sixth family member who is enrolled/enrolling in FEHB;
otherwise, do not complete this field. If the enrollee’s family member has a title
(e.g., Jr, Sr, 1, 1, or 1), it should be entered after the last name without
punctuation (e.g., Smith Jr or Smith IHeeg

Conditional, alphanumeric, 17 positions max.
pif the Last Name Line 6 field is completed, type the first name of the

enrollee’s sixth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this fielceg
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Initial Line 6

Date of Birth Line 6

Code Line 6

SSN Line 6

Sex Line 6

ZIP Line 6

Conditional, alphanumeric, 1 position

pif the Last Name Line 6 field is completed, type the middle initial of the
enrollee’s sixth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 8 positions

pif the Last Name Line 6 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s sixth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this fiaigl.

Conditional

pif the Last Name Line 6 field is completed, click the drop-down menu and
select the code used to identify the sixth family member’s relation to the
enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4
Unmarried disabled child over age 22 incapable of self-support; and 5 for P3
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 6 field is completed, type the SSN of the enrollee’s
sixth family member who is enrolled/enrolling in FEHB; otherwise, do not
complete this field. If the enrollee’s family member does not want his/her SS
provided to the carrier, a pseudo SSN may be uagd.
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Conditional

pif the Last Name Line 6 field is completed, select the radio button next to one
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s sixth family member is male.
F Indicates the enrollee’s sixth family member is female.

pConditional-eiphanumeric, 11 positions max

pif the Last Name Line 6 field is completed, type the domestic ZIP Code or
foreign postal code of the enrollee’s sixth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.
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Last Name Line 7

First Name Line 7

Initial Line 7

Date of Birth Line 7

Code Line 7

SSN Line 7

Sex Line 7

Title 10, Chapter 1
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Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s seventh family member who is enrolled/enrolling in
FEHB; otherwise, do not complete this field. If the enrollee’s family member
has a title (e.g., Jr, Sr, I, 11, or Ill), it should be entered after the last name
without punctuation (e.g., Smith Jr or Smith isg

Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 7 field is completed, type the first name of the
enrollee’s seventh family member who is enrolled/enrolling in FEHB;
otherwise, do not complete this fields

Conditional, alphanumeric, 1 position

pif the Last Name Line 7 field is completed, type the middle initial of the
enrollee’s seventh family member who is enrolled/enrolling in FEHB;
otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 8 positions

pif the Last Name Line 7 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s seventh family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this fieigl.

Conditional

pif the Last Name Line 7 field is completed, click the drop-down menu and
select the code used to identify the seventh family member’s relation to the
enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4 for
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 7 field is completed, type the SSN of the enrollee’s
seventh family member who is enrolled/enrolling in FEHB; otherwise, do not
complete this field. If the enrollee’s family member does not want his/her SSN
provided to the carrier, a pseudo SSN may be uvagd.

Conditional

pif the Last Name Line 7 field is completed, select the radio button next to one
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s seventh family member is male.
F Indicates the enrollee’s seventh family member is female.
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ZIP Line 7

Last Name Line 8

First Name Line 8

Initial Line 8

Date of Birth Line 8

Code Line 8

SSN Line 8

pConditional-e@iphanumeric, 11 positions max.

pif the Last Name Line 7 field is completed, type the domestic ZIP Code or
foreign postal code of the enrollee’s seventh family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s eighth family member who is enrolled/enrolling in

FEHB; otherwise, do not complete this field. If the enrollee’s family member
has a title (e.g., Jr, Sr, I, 11, or Ill), it should be entered after the last name
without punctuation (e.g., Smith Jr or Smith lisg

Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 8 field is completed, type the first name of the
enrollee’s eighth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this fielceg

Conditional, alphanumeric, 1 position

pif the Last Name Line 8 field is completed, type the middle initial of the
enrollee’s eighth family member who is enrolled/enrolling in FEHB; otherwisg
do not complete this field.

Note: Although the system allows for a blank field, please complete this field
the condition applies and the data is availasig.
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Conditional, alphanumeric, 8 positions
pif the Last Name Line 8 field is completed, type the date of birth

(MMDDYYYY) of the enrollee’s eighth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this fieigl.

Conditional

pif the Last Name Line 8 field is completed, click the drop-down menu and
select the code used to identify the eighth family member’s relation to the
enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4 for
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 8 field is completed, type the SSN of the enrollee’s
eighth family member who is enrolled/enrolling in FEHB; otherwise, do not
complete this field. If the enrollee’s family member does not want his/her SSN
provided to the carrier, a pseudo SSN may be uagd.
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Sex Line 8

ZIP Line 8

Last Name Line 9

First Name Line 9

Initial Line 9

Date of Birth Line 9

Title 10, Chapter 1
CLER for Agencies

Conditional

pif the Last Name Line 8 field is completed, select the radio button next to one
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s eighth family member is male.
F Indicates the enrollee’s eighth family member is female.

pConditional-e@iphanumeric, 11 positions max.

pif the Last Name Line 8 field is completed, type the domestic ZIP Code or
foreign postal code of the enrollee’s eighth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s ninth family member who is enrolled/enrolling in FEHB,;
otherwise, do not complete this field. If the enrollee’s family member has a title
(e.g., Jr, Sr, 1, 1, or 1), it should be entered after the last name without
punctuation (e.g., Smith Jr or Smith IHeeg

Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 9 field is completed, type the first name of the
enrollee’s ninth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this fieldeg

Conditional, alphanumeric, 1 position

pif the Last Name Line 9 field is completed, type the middle initial of the
enrollee’s ninth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 8 positions

pif the Last Name Line 9 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s ninth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this fieigl.
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Code Line 9

SSN Line 9

Sex Line 9

ZIP Line 9

Last Name Line 10

First Name Line 10

Conditional

pif the Last Name Line 9 field is completed, click the drop-down menu and
select the code used to identify the ninth family member’s relation to the
enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4 for
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 9 field is completed, type the SSN of the enrollee’s
ninth family member who is enrolled/enrolling in FEHB; otherwise, do not
complete this field. If the enrollee’s family member does not want his/her SSN
provided to the carrier, a pseudo SSN may be uvagd.

Conditional

pif the Last Name Line 9 field is completed, select the radio button next to o
of the values listed below; otherwise, do not complete this fiadd.

M Indicates the enrollee’s ninth family member is male.
F Indicates the enrollee’s ninth family member is female.
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pEConditional-e@iphanumeric, 11 positions max.
pif the Last Name Line 9 field is completed, type the domestic ZIP Code or

foreign postal code of the enrollee’s ninth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field |
the condition applies and the data is availadig.
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Conditional, alphanumeric, 25 positions max.

pif the Enrollment Code indicates coverage is for Self and Family, type the last
name of the enrollee’s tenth family member who is enrolled/enrolling in FEHB;
otherwise, do not complete this field. If the enrollee’s family member has a title
(e.g., Jr, Sr, 1, 1, or 1), it should be entered after the last name without
punctuation (e.g., Smith Jr or Smith IHeeg

Conditional, alphanumeric, 17 positions max.

pif the Last Name Line 10 field is completed, type the first name of the
enrollee’s tenth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this fielceg
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Date of Birth Line 10

Code Line 10

SSN Line 10

Sex Line 10

ZIP Line 10

Other Insurance

Title 10, Chapter 1
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Conditional, alphanumeric, 1 position

pif the Last Name Line 10 field is completed, type the middle initial of the
enrollee’s tenth family member who is enrolled/enrolling in FEHB; otherwise,
do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 8 positions

pif the Last Name Line 10 field is completed, type the date of birth
(MMDDYYYY) of the enrollee’s tenth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this fieigl.

Conditional

pif the Last Name Line 10 field is completed, click the drop-down menu and
select the code used to identify the tenth family member’s relation to the
enrollee; otherwise, do not complete this fieddghe following are relationship
codes: 1 for Spouse; 2 for Unmarried dependent child under age 22 (including
an adopted child); 3 for Stepchild, foster child, or recognized natural child; 4 for
Unmarried disabled child over age 22 incapable of self-support; and 5 for Parent
of dependent survivor annuitant.

piNote: Code 5 is displayed only wh&#900002 or 24900003 is entered
in the Payroll Office ID field on the Form 2809 (Part A) paas.

pConditional-e@iphanumeric, 9 positions

pif the Last Name Line 10 field is completed, type the SSN of the enrollee’s
tenth family member who is enrolled/enrolling in FEHB; otherwise, do not
complete this field. If the enrollee’s family member does not want his/her SSN
provided to the carrier, a pseudo SSN may be uvagd.

Conditional

pif the Last Name Line 10 field is completed, select the radio button next to
one of the values listed below; otherwise, do not complete this<sigld.

M Indicates the enrollee’s tenth family member is male.
F Indicates the enrollee’s tenth family member is female.

pConditional-e@iphanumeric, 11 positions max.

pif the Last Name Line 10 field is completed, type the domestic ZIP Code or
foreign postal code of the enrollee’s tenth family member who is
enrolled/enrolling in FEHB; otherwise, do not complete this field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Required
Select the radio button next to one of the following values:
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Policyholder Last Name

Policyholder First Name

Policyholder Initial

Indicates the enrollee’s family member is enrolled in another group health
insurance program.

Indicates the enrollee’s family member is not enrolled in another group health
insurance program.

Conditional, alphanumeric, 25 positions max.

If the Other Insurance field M4 type the last name of the individual who holds
the policy from another group health insurance program under which the
enrollee or family member is covered. If the policyholder has a title (e.g., Jr, Sr,
[, 11, or Ill), it should be entered after the last name without punctuation (e.qg.,
Smith Jr or Smith Ill). If the Other Insurance FieldNisdo not complete this

field.

Conditional, alphanumeric, 17 positions max.

If the Other Insurance field M4 type the first name of the individual who holds
the policy from another group health insurance program under which the
enrollee or family member is covered. If the Other Insurance Fid&dds not
complete this field.

phote: Although the system allows for a blank field, please complete this fie
if the condition applies and the data is availakig.

Conditional, alphanumeric, 1 position

If the Other Insurance field 4 type the middle initial of the individual who
holds the policy from another group health insurance program under which t
enrollee or family member is covered. If the Other Insurance Fid&dds not
complete this field.

phote: Although the system allows for a blank field, please complete this fie
if the condition applies and the data is availakig.
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Medicare

You

Spouse

Conditional
Select the check box next to one of the following values, if applicable:

A Indicates the enrollee or enrollee’s family member who is enrolled/enrolling in
FEHB is covered by Medicare Part A.

B Indicates the enrollee or enrollee’s family member who is enrolled/enrolling in
FEHB is covered by Medicare Part B.

Conditional

Select the check box next to one of the following values, if applicable:

A

B

Indicates the enrollee’s spouse who is enrolled/enrolling in FEHB is covered by
Medicare Part A.

Indicates the enrollee’s spouse who is enrolled/enrolling in FEHB is covered by
Medicare Part B.

Form 2809 Add (Part B) Page Field Instructions 3:87



Title 10, Chapter 1
CLER for Agencies

TRICARE/CHAMPUS Conditional

If the enrollee or enrollee’s family member who is enrolled/enrolling in FEHB
is covered by Tricare or Civilian Health and Medical Program of the Uniformed
Services (CHAMPUS), click the check box next to TRICARE/CHAMPUS;
otherwise, do not complete this field.

Other Conditional

If the enrollee or enrollee’s family member who is enrolled/enrolling in FEHB
is covered by a health insurance program other than Tricare or Civilian Health
and Medical Program of the Uniformed Services (CHAMPUS), click the check
box next to Other; otherwise, do not complete this field.

Name (Other) Conditional, alphanumeric, 35 positions max
If the check box next to Other is selected, type the name of the health insurance

program, other than Tricare or CHAMPUS, that covers the enrollee or enrollee’s
family member; otherwise, do not complete this field.

Form 2809 Add (Parts C and D) Page Field Instructions

The Form 2809 Add (Parts C and D) pagieure 2:57 ) is used to create a Form 2809

(Parts C and D) record to correct carrier enrollee records and resolve identified discrepancies.
For instructions on using the Form 2809 Add (Parts C and D) pageddieg A 2809

Record in Part 2.

Present Plan Conditional, alphanumeric, 35 positions max.

Type the name of the FEHB health insurance plan in which the enrollee is
currently enrolled. If the Nature of Action in Part AGhiange, this field is
required. If the Nature of Action in Part ABtart , Stop , or Suspend , do
not complete this field.

Enrollment Code Conditional, alphanumeric, 3 positions

Type the enroliment code, which consists of the plan and option codes. If the
Nature of Action in Part A i€hange, Stop , or Suspend , this field is
required. If the Nature of Action in Part ABtart , do not complete this

field.

Event That Permits

Change Conditional
Click the drop-down menu and select the FEHB Event Code that identifies the
event that initiated the enrollee’s action. If the Nature of Action in Part A is
Start orChange, this field is required. If the Nature of Action in Part A is
Stop or Suspend , do not complete this field. Refer to SF-2809 or
OPM-2809 for a list of Event Codes.
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Date

Conditional, alphanumeric, 8 positions

Type the date (MMDDYYYY) of the event that initiated the enrollee’s action.
pif the Nature of Action in Part A iStart or Change, this field is

required. If the Nature of Action in Part A&op or Suspend , do not
complete this fieldwg

Will be covered under
the enrollment of

SSN

Last Name

First Name

Initial

Conditional

If the Nature of Action in Part A iSuspend , and the enrollee is suspending
his/her FEHB enrollment because he/she will be covered as a family member
under another person’s FEHB enrollment, click the radio button; otherwise, do
not complete this field.

Conditional, alphanumeric, 9 positions

pif the radio button next to “Will Be Covered Under The Enrollment Of” is
selected, type the SSN of the person who is enrolled in FEHB and whose FEHB
coverage will cover the family member who is suspending his/her own FEHB
coverage. If the person who is providing the FEHB coverage does not want
his/her SSN provided to the carrier, a pseudo SSN may be used.

Note: If the radio button next to “Will Be Covered Under The Enrollment Of”
selected, this field must be completed; otherwise, do not complete thisdigeld.

Conditional, alphanumeric, 25 positions max.

pif the radio button next to “Will Be Covered Under The Enrollment Of” is
selected, type the last name of the person who is enrolled in FEHB and who
FEHB coverage will cover the family member who is suspending his/her ow
FEHB coverage. If the enrollee who is providing the coverage has a title (e.g
Jr, Sr, I, 11, or Ill), it should be entered after the last name without punctuatio
(e.g., Smith Jr or Smith IlI).

Note: If the radio button next to “Will Be Covered Under The Enrollment Of”
selected, this field must be completed; otherwise, do not complete thissigeld.
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Conditional, alphanumeric, 17 positions max.

pif the radio button next to “Will Be Covered Under The Enrollment Of” is
selected, type the first name of the person who is enrolled in FEHB and whose
FEHB coverage will cover the family member who is suspending his/her own
FEHB coverage.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Conditional, alphanumeric, 1 position

pif the radio button next to “Will Be Covered Under The Enrollment Of” is
selected, type the middle initial of the person who is enrolled in FEHB and
whose FEHB coverage will cover the family member who is suspending his/her
own FEHB coverage.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.
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Enrolled in a Medicare
Managed Care Plan. Conditional

If the Nature of Action in Part A iSuspend , and the enrollee is suspending
his/her FEHB enrollment because he/she will be covered by a Medicare

Managed Care Plan (MMCP) or Tricare-For-Life plan, click the radio button;
otherwise, do not complete this field.

Cancel enrollment for

reasons other than

above. Conditional
If the Nature of Action in Part A iStop , and the enrollee is canceling his/her
FEHB enrollment, click the radio button; otherwise, do not complete this field.

Form 2809 Add (Part E) Page Field Instructions

The Form 2809 Add (Part E) padegire 2:58 ) is used to create a Form 2809 (Part E) record
to correct carrier enrollee records and resolve identified discrepancies. For instructions on
using the Form 2809 Add (Part E) page, S¢#ing A 2809 Record in Part 2.

Agency Name Required, alphanumeric, 35 positions max.

Type the name of the employing, personnel, or point-of-contact office that is
responsible for coordinating the enrollee’s FEHB coverage.

Address Line 1 Required, alphanumeric, 35 positions max.

Type the first line of the domestic or foreign street, PO box, rural route, etc., of
the employing, personnel, or point-of-contact office that is responsible for
coordinating the enrollee’s FEHB coverage.

Address Line 2 pConditional~esiphanumeric, 35 positions max.

pif applicable, type the second line of the domestic or foreign street, PO box,
rural route, etc., of the employing, personnel, or point-of-contact office that is
responsible for coordinating the enrollee’s FEHB coverage.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Address Line 3 pConditional~esiphanumeric, 35 positions max.

pif applicable, type the third line of the domestic or foreign street, PO box,
rural route, etc., of the employing, personnel, or point-of-contact office that is
responsible for coordinating the enrollee’s FEHB coverage.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.
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City

State

ZIP

Country

Agency ID

Personnel Office ID

Required, alphanumeric, 23 positions max.

Type the name of the domestic or foreign city for the enrollee’s employing,
personnel, or point-of-contact office.

Note: If the address is an overseas military address, type FPO for fleet post
office or APO for army post office in lieu of the city.

Conditional

Click the drop-down menu and select the state, U.S. territory, or overseas
military abbreviation for the enrollee’s employing, personnel, or
point-of-contact office. For a list and descriptions of state, U.S. territory, and
overseas military abbreviations, sgete, U.S. Territory, And Overseas Military
Abbreviations Table in Part 4.

Note: If the address contains a state, U.S. territory, or overseas military
abbreviation, this field is required; otherwise, do not complete this field.

Conditional, alphanumeric, 11 positions max.

Type the enrollee’s domestic ZIP Code or foreign postal code for the enrollee’s
employing, personnel, or point-of-contact office.

Note: If the State field is completed, a ZIP code must be entered. If the Statg
field is not completed, this field is optional.

Conditional

Click the drop-down menu and select the country code for the enrollee’s
employing, personnel, or point-of-contact office. For a list and descriptions o
country codes, seeountry Codes Table in Part 4.

Note: If the State field is completed, do not complete this field. If the State fig
is not completed, and the address is from a country other than the United St
a country code must be entered.
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Optional, alphanumeric, 4 positions

Type the agency identification code of the enrollee’s employing, personnel, or
point-of-contact office (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

PpRequired-iphanumeric, 4 positions

Type the personnel office number for the enrollee’s employing, personnel, or
point-of-contact office.

phote: Although the system allows for a blank field, this fietdst be
completed--

Authorized Official

Last Name

Required, alphanumeric, 25 positions max.

Type the last name of the agency official who is authorized to sign the Form
2809. If the agency official has a title (e.g., Jr, Sr, I, II, or III), it should be
entered after the last name without punctuation (e.g., Smith Jr or Smith III).
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PpOptional-eliphanumeric, 17 positions max.

pType the first name of the agency official who is authorized to sign the Form
2809.

Note: Although the system allows for a blank field, please complete this field if
the data is availablesg

PpOptional-eliphanumeric, 1 position

pType the middle initial of the agency official who is authorized to sign the
Form 2809.

Note: Although the system allows for a blank field, please complete this field if
the data is availablesg

Optional, ppaumeric-7 positions max.

Type the authorized agency official's daytime area code and telephone number.
pDo nottype alpha characters, spaces, dashes, parentheses, periods, etc.

Note: Although the system allows for a blank field, please complete this field if
the data is availablesg

Required, alphanumeric, 8 positions

Type the date (MMDDYYYY) the authorized agency official signed the
document.

Contact (Personnel)

Last Name

First Name

Initial

pEConditional-e@iphanumeric, 25 positions max.

Type the personnel office contact’s last name. If the contact has a title (e.g., Jr,
Sr, I, 11, or IIl), it should be entered after the last name without punctuation
(e.g., Smith Jr or Smith IlI).

phote: If the Last Name field under Contact (Payroll) is not completed, this
field is required; otherwise, this field is optionadg

pEConditional-e@iphanumeric, 17 positions max.

pif the Last Name field under Contact (Personnel) is completed, type the
personnel office contact’s first name.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

pEConditional-e@iphanumeric, 1 position

pif the Last Name field under Contact (Personnel) is completed, type the
personnel office contact’s middle initial.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.
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Phone

pConditional, numeric-7 positions max.

pif the Last Name field under Contact (Personnel) is completed, type the
personnel office contact’s daytime area code and telephone nubobeot type
alpha characters, spaces, dashes, parentheses, pericdq, etc.

phote: Although the system allows for a blank field, this fieldst be
completed if the condition applieas

Contact (Payroll)

Last Name

First Name

Initial

Phone

pEConditional-e@iphanumeric, 25 positions max.

Type the payroll office contact’s last name. If the contact has a title (e.g., Jr, Sr,
I, 11, or Ill), it should be entered after the last name without punctuation (e.qg.,
Smith Jr or Smith 111).

phote: If the Last Name field under Contact (Personnel) is not completed, this
field is required; otherwise, this field is optionadg

pEConditional-e@iphanumeric, 17 positions max.
pif the Last Name field under Contact (Payroll) is completed, type the payro
office contact’s first name.

Note: Although the system allows for a blank field, please complete this field
the condition applies and the data is availasig.

pEConditional-e@iphanumeric, 1 position
pif the Last Name field under Contact (Payroll) is completed, type the payro
office contact’s middle initial.

Note: Although the system allows for a blank field, please complete this field
the condition applies and the data is availadig.
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PpEConditional, numeric-7 positions max.

pif the Last Name field under Contact (Payroll) is completed, type the payroll
office contact’s daytime area code and telephone numbemot type alpha
characters, spaces, dashes, parentheses, periodag etc.

phote: Although the system allows for a blank field, this fieldst be
completed if the condition applieas

Effective Date

Date Received

Date of Action

Required, alphanumeric, 8 positions

Type the date (MMDDYYYY) the requested action goes into effect.

Required, alphanumeric, 8 positions

Type the date (MMDDYYYY) the agency received the original 2809 form.

Required, alphanumeric, 8 positions

Type the date (MMDDYYYY) the enrollee made this election.
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Claim #

HB ID#

Remarks
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Optional, alphanumeric, pwr positions max.--

pType the number of the original report (e.g., notification to carrier, transmittal
number, etc.)w-

Optional, alphanumeric, 9 positions

Type the claim number assigned by OPM, other retirement systems, or the
Office of Workers’ Compensation Programs (i.e., CSA, CSF, or compensation
number).

Optional, alphanumeric, 9 positions

Type the SSN of the retiree, or in the case of a survivor annuitant, the SSN of
the deceased retiree/employee. The HB identification number is the SSN of the
person to whom the policy was originally issued and it will not change. The
SSN field can and does change at the death of the annuitant, but the HB
identification number does not.

Optional, alphanumeric, 400 positions max.

Type remarks regarding the creation of this record.

Form 2809 Search Results Page Field Descriptions

The Form 2809 Search Results paggufe 2:59 ) displays a list of Form 2809 records
resulting from the search criteria entered on the Form 2809 piage: :54 ). For
instructions on using the Form 2809 Search Results pagelasesning 2809 Records _in

Part 2.

Payroll Office ID No entry

This field is system generated. This is the payroll office identification number.
Year No entry

This field is system generated. This is the reconciliation year.
Quarter No entry

This field is system generated. This is the reconciliation quarter.
Enrollee SSN No entry

This field is system generatgsT his is the enrollee’s social security

number (SSN) or pseudo SShig
Last Name No entry

This field is system generated. This is the enrollee’s last name.
3:94 Form 2809 Search Resuits Page Field Descriptions



Title 10, Chapter 1
CLER for Agencies

First Name

Release Date

Released By

Status

No entry
This field is system generated. This is the enrollee’s first name.

No entry

This field is system generated. This is the date the record was released for
processing.

No entry

This field is system generated. This is the user identification number of the
individual who released the record for processing.

No entry

This field is system generated. This is the status of the transmission. This field
is populated by one of the following: Processed, Canceled, Released, or Not
Released.

Form 2809 View (Part A) Page Field Descriptions

The Form 2809 View (Part A) pageidure 2:60 ) displays a selected Form 2809 (Part A)
record. For instructions on using the Form 2809 View (Part A) pag&ieseéeg A 2809
Record in Part 2.

Payroll Office ID

Year

Quarter

Personnel Office ID
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No entry
This field is system generated. This is the payroll office identification numbe

No entry
This field is system generated. This is the reconciliation year.

No entry
This field is system generated. This is the reconciliation quarter.

No entry
This field is system generated. This is the personnel office identifier.

Nature of Action

Start

No entry

This field is system generated. A selected radio button indicates enroliment in
FEHB.
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This field is system generated. A selected radio button indicates a change to a
current FEHB enrollment.

This field is system generated. A selected radio button indicates a suspension of
an FEHB enrollment.

This field is system generated. A selected radio button indicates the cancellation
of an FEHB enroliment.

This field is system generated. This is the enrollee’s last name.

This field is system generated. This is the enrollee’s first name.

Change No entry
Suspend No entry
Stop No entry
Last Name No entry
First Name No entry
Initial No entry

Address Line 1

Address Line 2

Address Line 3

City

This field is system generated. This is the enrollee’s middle initial.

No entry

This field is system generated. This is the first line of the enrollee’s domestic or
foreign street, apartment number, PO box, rural route, etc.

No entry

This field is system generated. This is the second line of the enrollee’s domestic
or foreign street, apartment number, PO box, rural route, etc.

No entry

This field is system generated. This is the third line of the enrollee’s domestic or
foreign street, apartment number, PO box, rural route, etc.

No entry
This field is system generated. This is the name of the enrollee’s domestic or
foreign city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.
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State

ZIP

Country

SSN

Date of Birth

Sex

Married

Phone

No entry

This field is system generated. This is the enrollee’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Seee, U.S. Territory, And Overseas

Military Abbreviations Table _in Part 4.

No entry

This field is system generated. This is the enrollee’s domestic ZIP Code or
foreign postal code.

No entry

This field is system generated. This is the enrollee’s country code. For a list and
descriptions of country codes, Sguntry Codes Table in Part 4.

No entry

This field is system generatgsT his is the enrollee’s social security
number (SSN) or pseudo SShig

No entry
This field is system generated. This is the enrollee’s date of birth.

No entry
The values listed below indicate the following:
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M A selected radio button indicates the enrollee is male.
F A selected radio button indicates the enrollee is female.

No entry
The values listed below indicate the following:

Y A selected radio button indicates the enrollee is married.
N A selected radio button indicates the enrollee is single.

No entry

This field is system generated. This is the enrollee’s daytime area code and
telephone number.

Last Changed

ID

No entry

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.
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No entry
This field is system generated. This is the date of the most recent change.

No entry
This field is system generated. This is the time of the most recent change.

Released

ID

Date

Time

No entry

This field is system generated. This is the user identification number of the
individual who released the record for processing.

No entry

This field is system generated. This is the date the record was released for
processing.

No entry

This field is system generated. This is the time the record was released for
processing.

Processed

Date

Time

No entry
This field is system generated. This is the date the record was processed.

No entry
This field is system generated. This is the time the record was processed.

Form 2809 View (Part B) Page Field Descriptions

The Form 2809 View (Part B) pageidure 2:61 ) displays a selected Form 2809 (Part B)
record. For instructions on using the Form 2809 View (Part B) pageieseéeg A 2809
Record in Part 2.

Plan Name

Enrollment Code

No entry

This field is system generated. This is the name of the FEHB health insurance
plan in which the individual is enrolled/enrolling.

No entry

This field is system generated. This is the enrollment code, which consists of
the plan and option codes.
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Last Name Line 1

First Name Line 1

Initial Line 1

Date of Birth Line 1

Code Line 1

SSN Line 1

Sex Line 1

ZIP Line 1

Last Name Line 2

No entry

This field is system generated. This is the last name of the enrollee’s first family
member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s first
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s first
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s first family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This code identifies the first family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.
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No entry

This field is system generated. This is the SSN of the enrollee’s first family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s first family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s first family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code of the enrollee’s first family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the last name of the enrollee’s second
family member who is enrolled/enrolling in FEHB.
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First Name Line 2

Initial Line 2

Date of Birth Line 2

Code Line 2

SSN Line 2

Sex Line 2

ZIP Line 2

Last Name Line 3

First Name Line 3
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No entry

This field is system generated. This is the first name of the enrollee’s second
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s second
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s second family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This code identifies the second family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s second family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s second family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s second family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code of the enrollee’s second family member who is enrolled/enrolling in
FEHB.

No entry

This field is system generated. This is the last name of the enrollee’s third
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s third
family member who is enrolled/enrolling in FEHB.
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Initial Line 3

Date of Birth Line 3

Code Line 3

SSN Line 3

Sex Line 3

ZIP Line 3

Last Name Line 4

First Name Line 4

Initial Line 4

No entry

This field is system generated. This is the middle initial of the enrollee’s third
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s third family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This code identifies the third family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s third family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

>
=]
a
=]
7]
&
=
c
)
=3
o
=]
7]

M A selected radio button indicates the enrollee’s third family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s third family member who is
enrolled/enrolling in FEHB is female.
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No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code of the enrollee’s third family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the last name of the enrollee’s fourth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s fourth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s fourth
family member who is enrolled/enrolling in FEHB.
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Date of Birth Line 4

Code Line 4

SSN Line 4

Sex Line 4

ZIP Line 4

Last Name Line 5

First Name Line 5

Initial Line 5

Date of Birth Line 5

Title 10, Chapter 1
CLER for Agencies

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s fourth family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This code identifies the fourth family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s fourth family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s fourth family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s fourth family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code of the enrollee’s fourth family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the last name of the enrollee’s fifth family
member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s fifth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s fifth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s fifth family member who is enrolled/enrolling in FEHB.
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Code Line 5

SSN Line 5

Sex Line 5

ZIP Line 5

Last Name Line 6

First Name Line 6

Initial Line 6

Date of Birth Line 6

No entry

This field is system generated. This code identifies the fifth family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s fifth family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s fifth family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s fifth family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign pos
code of the enrollee’s fifth family member who is enrolled/enrolling in FEHB.
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No entry

This field is system generated. This is the last name of the enrollee’s sixth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s sixth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s sixth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s sixth family member who is enrolled/enrolling in FEHB.
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Code Line 6

SSN Line 6

Sex Line 6

ZIP Line 6

Last Name Line 7

First Name Line 7

Initial Line 7

Date of Birth Line 7

Title 10, Chapter 1
CLER for Agencies

No entry

This field is system generated. This code identifies the sixth family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s sixth family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s sixth family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s sixth family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code of the enrollee’s sixth family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the last name of the enrollee’s seventh
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s seventh
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s
seventh family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s seventh family member who is enrolled/enrolling in FEHB.
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Code Line 7

SSN Line 7

Sex Line 7

ZIP Line 7

Last Name Line 8

First Name Line 8

Initial Line 8

Date of Birth Line 8

No entry

This field is system generated. This code identifies the seventh family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s seventh family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s seventh family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s seventh family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign pos
code of the enrollee’s seventh family member who is enrolled/enrolling in
FEHB.
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No entry

This field is system generated. This is the last name of the enrollee’s eighth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s eighth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s eighth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s eighth family member who is enrolled/enrolling in FEHB.
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Code Line 8

SSN Line 8

Sex Line 8

ZIP Line 8

Last Name Line 9

First Name Line 9

Initial Line 9

Date of Birth Line 9

Title 10, Chapter 1
CLER for Agencies

No entry

This field is system generated. This code identifies the eighth family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s eighth family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s eighth family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s eighth family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code of the enrollee’s eighth family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the last name of the enrollee’s ninth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s ninth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s ninth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s ninth family member who is enrolled/enrolling in FEHB.
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Code Line 9

SSN Line 9

Sex Line 9

ZIP Line 9

Last Name Line 10

First Name Line 10

Initial Line 10

Date of Birth Line 10

No entry

This field is system generated. This code identifies the ninth family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s ninth family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s ninth family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s ninth family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign pos
code of the enrollee’s ninth family member who is enrolled/enrolling in FEHE
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No entry

This field is system generated. This is the last name of the enrollee’s tenth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the first name of the enrollee’s tenth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the middle initial of the enrollee’s tenth
family member who is enrolled/enrolling in FEHB.

No entry

This field is system generated. This is the date of birth (MMDDYYYY) of the
enrollee’s tenth family member who is enrolled/enrolling in FEHB.
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Code Line 10

SSN Line 10

Sex Line 10

ZIP Line 10

Other Insurance

Policyholder Last Name

Policyholder First Name

Policyholder Initial

Title 10, Chapter 1
CLER for Agencies

No entry

This field is system generated. This code identifies the tenth family member’s
relation to the enrollee. The following are relationship codes: 1 for Spouse; 2 for
Unmarried dependent child under age 22 (including an adopted child); 3 for
Stepchild, foster child, or recognized natural child; 4 for Unmarried disabled
child over age 22 incapable of self-support; and 5 for Parent of dependent
survivor annuitant.

No entry

This field is system generated. This is the SSN of the enrollee’s tenth family
member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee’s tenth family member who is
enrolled/enrolling in FEHB is male.

F A selected radio button indicates the enrollee’s tenth family member who is
enrolled/enrolling in FEHB is female.

No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code of the enrollee’s tenth family member who is enrolled/enrolling in FEHB.

No entry
The values listed below indicate the following:

Y A selected radio button indicates the enrollee’s family member is enrolled in
another group health insurance program.

N A selected radio button indicates the enrollee’s family member is not enrolled in
another group health insurance program.

No entry

This field is system generated. This is the last name of the individual who holds
the policy from another group health insurance program under which the
enrollee or family member is covered.

No entry

This field is system generated. This is the first name of the individual who holds
the policy from another group health insurance program under which the
enrollee or family member is covered.

No entry

This field is system generated. This is the middle initial of the individual who
holds the policy from another group health insurance program under which the
enrollee or family member is covered.
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The values listed below indicate the following:

A A selected check box indicates the enrollee or enrollee’s family member who is
enrolled/enrolling in FEHB is covered by Medicare Part A.

B A selected check box indicates the enrollee or enrollee’s family member who is
enrolled/enrolling in FEHB is covered by Medicare Part B.

CLER for Agencies
Medicare
You No entry
Spouse No entry

The values listed below indicate the following:

A A selected check box indicates the enrollee’s spouse who is enrolled/enrolling
in FEHB is covered by Medicare Part A.

B A selected check box indicates the enrollee’s spouse who is enrolled/enrolling
in FEHB is covered by Medicare Part B.

TRICARE/CHAMPUS

Other

Name (Other)

No entry

This field is system generated. A selected check box indicates that the enrol
or enrollee’s family member who is enrolled/enrolling in FEHB is covered by
Tricare or Civilian Health and Medical Program of the Uniformed Services
(CHAMPUS).

No entry

This field is system generated. A selected check box indicates that the enrol
or enrollee’s family member who is enrolled/enrolling in FEHB is covered by
health insurance program other than Tricare or Civilian Health and Medical
Program of the Uniformed Services (CHAMPUS).
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No entry

This field is system generated. This is the name of the health insurance program
other than Tricare or CHAMPUS that covers the enrollee or enrollee’s family
member.

Form 2809 View (Parts C and D) Page Field Descriptions

The Form 2809 View (Parts C and D) pagegure 2:62 ) displays a selected Form 2809
(Parts C and D) record. For instructions on using the Form 2809 View (Parts C and D) page,
seeViewing A 2809 Record in Part 2.

Present Plan

No entry

This field is system generated. This is the name of the FEHB health insurance
plan in which the enrollee is currently enrolled.
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Enrollment Code

Event That Permits
Change

Date

Title 10, Chapter 1
CLER for Agencies

No entry

This field is system generated. This is the enrollment code, which consists of
the plan and option codes.

No entry

This field is system generated. This is the FEHB Event Code that identifies the
event that initiated the enrollee’s action. Refer to SF-2809 or OPM-2809 for a
list of Event Codes.

No entry

This field is system generated. This is the date (MMDDYYYY) of the event
that initiated the enrollee’s action.

Will be covered under
the enrollment of

SSN

Last Name

First Name

Initial

No entry
This field is system generated. A selected radio button indicates the enrollee is

suspending his/her FEHB enrollment because he/she will be covered as a family
member under another person’s FEHB enrollment.

No entry
This field is system generated. This is the SSN of the person who is enrolled in

FEHB and whose FEHB coverage will cover the family member who is
suspending his/her own FEHB coverage.

No entry
This field is system generated. This is the last name of the person who is

enrolled in FEHB and whose FEHB coverage will cover the family member
who is suspending his/her own FEHB coverage.

No entry
This field is system generated. This is the first name of the person who is

enrolled in FEHB and whose FEHB coverage will cover the family member
who is suspending his/her own FEHB coverage.

No entry
This field is system generated. This is the middle initial of the person who is

enrolled in FEHB and whose FEHB coverage will cover the family member
who is suspending his/her own FEHB coverage.

Enrolled in a Medicare
Managed Care Plan.

No entry

This field is system generated. A selected radio button indicates the enrollee
who is suspending his/her FEHB enrollment because he/she will be covered by
a Medicare Managed Care Plan (MMCP) or Tricare-For-Life plan.
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Cancel enrollment for
reasons other than
above.

No entry

This field is system generated. A selected radio button indicates the enrollee is
canceling his/her FEHB enroliment.

Form 2809 View (Part E) Page Field Descriptions

The Form 2809 View (Part E) pagedure 2:63 ) displays a selected Form 2809 (Part E)
record. For instructions on using the Form 2809 View (Part E) pageieséey A 2809
Record in Part 2.

Agency Name

Address Line 1

Address Line 2

Address Line 3

City

State

No entry

This field is system generated. This is the name of the employing, personnel, or
point-of-contact office that is responsible for coordinating the enrollee’s FEHB
coverage.

No entry

This field is system generated. This is the first line of the domestic or foreig
street, PO box, rural route, etc., of the employing, personnel, or point-of-con
office that is responsible for coordinating the enrollee’'s FEHB coverage.
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No entry

This field is system generated. This is the second line of the domestic or for
street, PO box, rural route, etc., of the employing, personnel, or point-of-con
office that is responsible for coordinating the enrollee’'s FEHB coverage.

No entry

This field is system generated. This is the third line of the domestic or foreign
street, PO box, rural route, etc., of the employing, personnel, or point-of-contact
office that is responsible for coordinating the enrollee’'s FEHB coverage.

No entry

This field is system generated. This is the name of the domestic or foreign city
for the enrollee’s employing, personnel, or point-of-contact office.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

No entry

This field is system generated. This is the state, U.S. territory, or overseas
military abbreviation for the enrollee’s employing, personnel, or
point-of-contact office. For a list and descriptions of state, U.S. territory, and
overseas military abbreviations, sgete, U.S. Territory, And Overseas Military
Abbreviations Table in Part 4.
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ZIP

Country

Agency ID

Personnel Office ID

Title 10, Chapter 1
CLER for Agencies

No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code for the enrollee’s employing, personnel, or point-of-contact office.

No entry
This field is system generated. This is the country code for the enrollee’s

employing, personnel, or point-of-contact office. For a list and descriptions of
country codes, seeountry Codes Table in Part 4.

No entry

This field is system generated. This is the agency identification code of the
enrollee’s employing, personnel, or point-of-contact office (example: AG90 for
U.S. Department of Agriculture, Office of the Chief Financial Officer).

No entry

This field is system generated. This is the personnel office number for the
enrollee’s employing, personnel, or point-of-contact office.

Authorized Official

Last Name

First Name

Initial

Phone

Date Signed

No entry

This field is system generated. This is the last name of the agency official who
is authorized to sign the Form 2809.

No entry

This field is system generated. This is the first name of the agency official who
is authorized to sign the Form 2809.

No entry

This field is system generated. This is the middle initial of the agency official
who is authorized to sign the Form 2809.

No entry

This field is system generated. This is the authorized agency official’s daytime
area code and telephone number.

No entry

This field is system generated. This is the date the authorized agency official
signed the document.

Contact (Personnel)

Last Name

No entry
This field is system generated. This is the personnel office contact’s last name.
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First Name

Initial

Phone

No entry
This field is system generated. This is the personnel office contact’s first name.

No entry

This field is system generated. This is the personnel office contact’s middle
initial.

No entry

This field is system generated. This is the personnel office contact’s daytime
area code and telephone number.

Contact (Payroll)

Last Name

First Name

Initial

Phone

No entry
This field is system generated. This is the payroll office contact’s last name.

No entry
This field is system generated. This is the payroll office contact’s first name.

No entry
This field is system generated. This is the payroll office contact’s middle initi
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No entry

This field is system generated. This is the payroll office contact’'s daytime are
code and telephone number.
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Effective Date

Date Received

Date of Action

Report #

No entry

This field is system generated. This is the date (MMDDYYYY) the requested
action goes into effect.

No entry

This field is system generated. This is the date (MMDDYYYY) the agency
received the original 2809 form.

No entry

This field is system generated. This is the date (MMDDYYYY) the enrollee
made this election.

No entry

This field is system generatgs his is the number of the original report (e.g.,
notification to carrier, transmittal number, eteag
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Claim # No entry

This field is system generated. This is the claim number assigned by OPM,
other retirement systems, or the Office of Workers’ Compensation Programs
(i.e., CSA, CSF, or compensation number).

HB ID# No entry

This field is system generated. This is the SSN of the retiree, or in the case of a
survivor annuitant, the SSN of the deceased retiree/employee. The HB
identification number is the SSN of the person to whom the policy was

originally issued and it will not change. The SSN field can and does change at
the death of the annuitant, but the HB identification number does not.

Remarks No entry

This field is system generated. These are the remarks regarding the creation of
this record.

Form 2809 Update (Part A) Page Field Instructions

The Form 2809 Update (Part A) pag@re 2:64 ) is used to update the data on a selected
Form 2809 (Part A) record. For instructions on using the Form 2809 Update (Part A) page,
seeUpdating A 2809 Record in Part 2. For field instructions, s&@rm 2809 Add (Part A)

Page Field Instructions _in Part 3.

Form 2809 Update (Part B) Page Field Instructions

The Form 2809 Update (Part B) pageyre 2:65 ) is used to update the data on a selected
Form 2809 (Part B) record. For instructions on using the Form 2809 Update (Part B) page,
seeUpdating A 2809 Record in Part 2. For field instructions, s&@rm 2809 Add (Part B)

Page Field Instructions _in Part 3.

Form 2809 Update (Parts C and D) Page Field Instructions

The Form 2809 Update (Parts C and D) pa&imgife 2:66 ) is used to update the data on a
selected Form 2809 (Parts C and D) record. For instructions on using the Form 2809 Update
(Parts C and D) page, sepdating A 2809 Record _in Part 2. For field instructions, seerm

2809 Add (Part C and D) Page Field Instructions __ in Part 3.
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Form 2809 Update (Part E) Page Field Instructions

The Form 2809 Update (Part E) paggre 2:67 ) is used to update the data on a selected
Form 2809 (Part E) record. For instructions on using the Form 2809 Update (Part E) page,
seeUpdating A 2809 Record in Part 2. For field instructions, seform 2809 Add (Part E)

Page Field Instructions _in Part 3.

Form 2810 Page Field Instructions

The Form 2810 pageifure 2:68 ) is used to search for Form 2810 records by payroll office
ID, year, etc. For instructions on using the Form 2810 pag@/sem®ining 2810 Records _in

Part 2.

Payroll Office ID

Year

Quarter

Agency ID

POI

Enrollment Code

SSN

User ID

Required
Click the drop-down menu and select the payroll office identification number.

Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarte
selected, this field automatically defaults to the current reconciliation quarte
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Optional, alphanumeric, 4 positions

Type the agency identification code of the office where the enrollee is emplo¥et
(example: AG90 for U.S. Department of Agriculture, Office of the Chief
Financial Officer).

Optional, alphanumeric, 4 positions

Type the personnel office identifier of the office where the enrollee’s records are
maintained.

Optional, alphanumeric, 3 positions

Type the enroliment code.

Optional, alphanumeric, 9 positions

pType the enrollee’s social security number (SSN) or pseudo-<s§N.

Optional, alphanumeric, 8 positions max.

Type the user identification number of the person creating the form.
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Last Name Optional, alphanumeric, 25 positions max.
Type the enrollee’s last name. If the enrollee has a title (e.g., Jr, Sr, I, I, or III),
it should be entered after the last name without punctuation (e.g., Smith Jr or
Smith 111).
First Name Optional, alphanumeric, 17 positions max.

Type the enrollee’s first name.

Initial Optional, alphanumeric, 1 position

Type the enrollee’s middle initial.

Display Optional default

This field allows users to display search results by the options listed below. If
no display option is selected, this field automatically defaults to the All option.
To choose a display option, select the radio button next to one of the following

values:
All Displays all records related to the search criteria.
Released Displays all records released for processing.
Cancelled Displays all records that were cancelled before being
processed.

Not Released Displays all records not released for processing.
Processed Displays all processed records.

Order By Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Agency ID sort
option. To choose a sort option, select the radio button next to one of the
following values:

Agency ID Sorts search results by agency ID.

SSN Sorts search results by enrollee social security number.
Name Sorts search results by enrollee name.

User ID Sorts search results by user ID.

Status Sorts search results by status (i.e., released, processed, not

released, or cancelled release).

Form 2810 Add (Part A) Page Field Instructions

The Form 2810 Add (Part A) pageidure 2:69 ) is used to create a Form 2810 (Part A)
record to correct carrier enrollee records and resolve identified discrepancies. For instructions
on using the Form 2810 Add (Part A) page, Sding A 2810 Record _in Part 2.
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Payroll Office ID

Year

Quarter

Personnel Office ID

Last Name

First Name

Initial

Address Line 1

Address Line 2

Required

Click the drop-down menu and select the payroll office identification number
for the 2810 being created.

Optional default

Click the drop-down menu and select the reconciliation year for the 2810 form
being created. If no year is selected, this field automatically defaults to the
current reconciliation year.

Optional default

Click the drop-down menu and select the reconciliation quarter for the 2810
form being created. If no quarter is selected, this field automatically defaults to
the current reconciliation quarter.

Conditional, alphanumeric, 4 positions

If access is limited to a specific personnel office identifier code, type that code

Required, alphanumeric, 25 positions max.
Type the enrollee’s last name. If the enrollee has a title (e.g., Jr, Sr, I, II, or Il
it should be entered after the last name without punctuation (e.g., Smith Jr g
Smith 111).
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PpRequired-eliphanumeric, 17 positions max.
pType the enrollee’s first namesg

PpOptional-eliphanumeric, 1 position
pType the enrollee’s middle initial.

Note: Although the system allows for a blank field, please complete this field if
the data is availablesg

pEConditional-e@iphanumeric, 35 positions max.

pType the first line of the enrollee’s domestic or foreign street, apartment
number, PO box, rural route, etc., if applicable.

Note: Although the system allows for a blank field, please complete this field if
the condition applies«

pEConditional-e@iphanumeric, 35 positions max.

pType the second line of the enrollee’s domestic or foreign street, apartment
number, PO box, rural route, etc., if applicable.

Note: Although the system allows for a blank field, please complete this field if
the condition applies«s
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Address Line 3 pConditional~eaiphanumeric, 35 positions max.

pType the third line of the enrollee’s domestic or foreign street, apartment
number, PO box, rural route, etc., if applicable.

Note: Although the system allows for a blank field, please complete this field if
the condition applies«

City Required, alphanumeric, 23 positions max.
Type the name of the enrollee’s domestic or foreign city.

Note: If the address is an overseas military address, type FPO for fleet post
office or APO for army post office in lieu of the city.

State Conditional

Click the drop-down menu and select the enrollee’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Seee, U.S. Territory, And Overseas

Military Abbreviations Table in Part 4.

Note: If the address contains a state, U.S. territory, or overseas military
abbreviation, this field is required; otherwise, do not complete this field.

ZIP Conditional, alphanumeric, 11 positions max.
Type the enrollee’s domestic ZIP Code or foreign postal code.

Note: If the State field is completed, a ZIP code must be entered. If the State
field is not completed, this field is optional.

Country Conditional

Click the drop-down menu and select the enrollee’s country code. For a list and
descriptions of country codes, Sguntry Codes Table in Part 4.

Note: If the State field is completed, do not complete this field. If the State field
is not completed, and the address is from a country other than the United States,
a country code must be entered.

SSN Required, alphanumeric, 9 positions

pType the enrollee’s social security number (SSN). If the enrollee does not want
his/her SSN provided to the carrier, a pseudo SSN may be used if the pseudo
SSN has been previously reported to the cawdgr.

Date of Birth Required, alphanumeric, 8 positions
Type the enrollee’s date of birth (MMDDYYYY).

Enrollment Code Required, alphanumeric, 3 positions
Type the enrollment code, which consists of the plan and option codes.
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Enrollment ID

Effective Date

Annuity Claim #

Survivor Annuity Claim #

Report #

pConditional-e@iphanumeric, 9 positions

pif the annuitant is deceased, and the FEHB coverage is being transferred to a
survivor, type the deceased annuitant’s SSN; otherwise, do not complete this
field.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

Required, alphanumeric, 8 positions

Type the date (MMDDYYYY) the requested action goes into effect.

Optional, alphanumeric, 9 positions

Type the civil service annuitant (CSA) number assigned to the enrollee by
OPM.

Optional, alphanumeric, 9 positions
Type the civil service final (CSF) number assigned to the enrollee by OPM.

Optional, alphanumeric, pwr positions max.--

pType the number of the original report (e.g., notification to carrier, transmitf
number, etc.)w-

Form 2810 Add (Parts B thru F) Page Field Instructions

The Form 2810 Add (Parts B thru F) pagw@re 2:70 ) is used to create a Form 2810
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(Parts B thru F) record to correct carrier enrollee records and resolve identified discrepancies.
For instructions on using the Form 2810 Add (Parts B thru F) pageddieg A 2810
Record in Part 2.

Note: You must select one of the parts (B through F).

Part B - Termination

Part C - Transfer In

Part D - Reinstatement

Conditional

If the enrollment is terminated, click the radio button; otherwise, do not
complete this field.

Conditional

If the enrollment is being transferred from one payroll office to another, click
the radio button; otherwise, do not complete this field.

Conditional

If the enroliment is being reinstated, click the radio button; otherwise, do not
complete this field.
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of Enrollee

Last Name

First Name

Initial

Address Line 1

Address Line 2

Title 10, Chapter 1
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Conditional

If (1) an enrollee’s name has changed, (2) the enrollment has changed from the
enrollee’s name to the name of the survivor annuitant, or (3) the enrollment has
changed from the survivor annuitant’s name to the name of another survivor
annuitant, click the radio button; otherwise, do not complete this field.

Conditional, alphanumeric, 25 positions max.

If the “Change In Name Of Enrollee” radio button is selected, type the
enrollee’s new last name or the last name of the new survivor annuitant, as
applicable. If the individual has a title (e.g., Jr, Sr, I, Il, or 1), it should be
entered after the last name without punctuation (e.g., Smith Jr or Smith III).

Conditional, alphanumeric, 17 positions max.

If the “Change In Name Of Enrollee” radio button is selected, type the
enrollee’s new first name or the first name of the new survivor annuitant, as
applicable.

Conditional, alphanumeric, 1 position

If the “Change In Name Of Enrollee” radio button is selected, type the
enrollee’s new middle initial or the middle initial of the new survivor annuitant,
as applicable.

phote: Although the system allows for a blank field, please complete this field
if the condition applies and the data is availakig.

Conditional, alphanumeric, 35 positions max.

If the “Change In Name Of Enrollee” radio button is selected, and the first line
of the street address for the enrollee or survivor annuitant is different than the
address listed in Part A - Address Line 1, type the first line of the enrollee or
survivor annuitant’s new domestic or foreign street, apartment number, PO box,
rural route, etc., as applicable

phote: Although the system allows for a blank field, please complete this field
if the condition applies«

Conditional, alphanumeric, 35 positions max.

If the “Change In Name Of Enrollee” radio button is selected, and the second
line of the street address for the enrollee or survivor annuitant is different than
the address listed in Part A - Address Line 2, type the second line of the
enrollee or survivor annuitant’s new domestic or foreign street, apartment
number, PO box, rural route, etc., as applicable.

phote: Although the system allows for a blank field, please complete this field
if the condition applies«-
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Address Line 3

City

State

ZIP

Country

Conditional, alphanumeric, 35 positions max.

If the “Change In Name Of Enrollee” radio button is selected, and the third line
of the street address for the enrollee or survivor annuitant is different than the
address listed in Part A - Address Line 3, type the third line of the enrollee or
survivor annuitant's new domestic or foreign street, apartment number, PO box,
rural route, etc., as applicable.

phote: Although the system allows for a blank field, please complete this field
if the condition applies«a

Conditional, alphanumeric, 23 positions max.

If the “Change In Name Of Enrollee” radio button is selected, and the domestic
or foreign city for the enrollee or survivor annuitant’s address is different than
the city listed in Part A - City, type the name of the new city for the enrollee or
survivor annuitant's address. If the address is an overseas military address, type
FPO for fleet post office or APO for army post office in lieu of the city.

phote: Although the system allows for a blank field, please complete this field
if the condition applies«a

Conditional

If the “Change In Name Of Enrollee” radio button is selected, and the state,
U.S. territory, or overseas military abbreviation for the enrollee or survivor
annuitant’s address is different than the state, U.S. territory, or overseas mili
abbreviation listed in Part A - State, click the drop-down menu and select th
new state, U.S. territory, or overseas military abbreviation for the enrollee or
survivor annuitant’'s address. For a list and descriptions of state, U.S. territo
and overseas military abbreviations, Seee, U.S. Territory, And Overseas
Military Abbreviations Table in Part 4.

phote: Although the system allows for a blank field, please complete this fie
if the condition applies«a
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Conditional, alphanumeric, 11 positions max.

If (1) the “Change In Name Of Enrollee” radio button is selected, and (2) the
ZIP Code or foreign postal code for the enrollee or survivor annuitant’s address
is different than the ZIP Code or foreign postal code listed in Part A - ZIP, type
the new ZIP Code or foreign postal code for the enrollee or survivor annuitant’s
address.

phote: Although the system allows for a blank field, please complete this field
if the condition applies«a

Conditional

If (1) the “Change In Name Of Enrollee” radio button is selected, (2) the
address is foreign, and (3) the country code for the enrollee or survivor
annuitant’s address is different than the country code listed in Part A - Country
Code, click the drop-down menu and select the new country code for the
enrollee or survivor annuitant’s address. For a list and descriptions of country
codes, se€ountry Codes Table in Part 4.

phote: Although the system allows for a blank field, please complete this field
if the condition applies«a
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Date of Birth Conditional, alphanumeric, 8 positions

If the “Change In Name Of Enrollee” radio button is selected, type the enrollee
or survivor annuitant’s date of birth (MMDDYYYY); otherwise, do not
complete this field.

SSN Conditional, alphanumeric, 9 positions

pif the “Change In Name Of Enrollee” radio button is selected, type the

enrollee or survivor annuitant’s social security number (SSN). If the individual
does not want his/her SSN provided to the carrier, a pseudo SSN may be used if
the pseudo SSN has been reported to CLER. If the “Change In Name Of
Enrollee” radio button is not selected, do not complete this fiadd.

Sex Conditional

If the “Change In Name Of Enrollee” radio button is selected, select the radio
button next to one of the following values:

M Indicates the enrollee or survivor annuitant is male.
F Indicates the enrollee or survivor annuitant is female.

Part F- Change in

Enrollment/Survivor

Annuitant Conditional
If the survivor annuitant’s enrollment code has changed, click the radio button;
otherwise, do not complete this field.

New Enroliment Code

Number Conditional, alphanumeric, 3 positions
If the “Change In Enrollment/Survivor Annuitant” radio button is selected, type
the new enrollment code for the survivor annuitant; otherwise, do not complete
this field. The enrollment code consists of the plan and option codes for the
survivor annuitant.

Form 2810 Add (Parts G and H) Page Field Instructions

The Form 2810 Add (Parts G and H) pagigure 2:71) is used to create a Form 2810

(Parts G and H) record to correct carrier enrollee records and resolve identified discrepancies.
For instructions on using the Form 2810 Add (Parts G and H) pageddiegA 2810

Record in Part 2.

Remarks Optional, alphanumeric, 400 positions max.
Type remarks regarding the creation of this record.

3:122  Form 2810 Add (Parts G and H) Page Field Instructions



Title 10, Chapter 1
CLER for Agencies

Date of Death

Agency Name

Address Line 1

Address Line 2

Address Line 3

City

State

Conditional, alphanumeric, 8 positions

If the enrollee is deceased, type the enrollee’s date of death (MMDDYYYY);
otherwise, do not complete this field.

phote: Although the system allows for a blank field, please complete this field
if the condition applies«a

Required, alphanumeric, 35 positions max.

Type the name of the employing, personnel, or point-of-contact office that is
responsible for coordinating the enrollee’s FEHB coverage.

Required, alphanumeric, 35 positions max.

Type the first line of the domestic or foreign street, PO box, rural route, etc., of
the employing, personnel, or point-of-contact office that is responsible for
coordinating the enrollee’s FEHB coverage.

pEConditional-e@iphanumeric, 35 positions max.

pif applicable, type the second line of the domestic or foreign street, PO bo
rural route, etc., of the employing, personnel, or point-of-contact office that is
responsible for coordinating the enrollee’s FEHB coverage.

Note: Although the system allows for a blank field, please complete this field
the condition applies and the data is availasig.
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pEConditional-e@iphanumeric, 35 positions max.
pif applicable, type the third line of the domestic or foreign street, PO box,

rural route, etc., of the employing, personnel, or point-of-contact office that is
responsible for coordinating the enrollee’s FEHB coverage.

Note: Although the system allows for a blank field, please complete this field
the condition applies and the data is availasig.
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Required, alphanumeric, 23 positions max.

Type the name of the domestic or foreign city for the enrollee’s employing,
personnel, or point-of-contact office.

Note: If the address is an overseas military address, type FPO for fleet post
office or APO for army post office in lieu of the city.

Conditional

Click the drop-down menu and select the state, U.S. territory, or overseas
military abbreviation for the enrollee’s employing, personnel, or
point-of-contact office. For a list and descriptions of state, U.S. territory, and
overseas military abbreviations, sgete, U.S. Territory, And Overseas Military
Abbreviations Table in Part 4.

Note: If the address contains a state, U.S. territory, or overseas military
abbreviation, this field is required; otherwise, do not complete this field.
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Country
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Agency Use
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Conditional, alphanumeric, 11 positions max.

Type the domestic ZIP Code or foreign postal code for the enrollee’s employing,
personnel, or point-of-contact office.

Note: If the State field is completed, a ZIP code must be entered. If the State
field is not completed, this field is optional.

Conditional

Click the drop-down menu and select the country code for the enrollee’s
employing, personnel, or point-of-contact office. For a list and descriptions of
country codes, seeountry Codes Table in Part 4.

Note: If the State field is completed, do not complete this field. If the State field
is not completed, and the address is from a country other than the United States,
a country code must be entered.

Optional, alphanumeric, 4 positions

Type the agency identification code of the enrollee’s employing, personnel, or
point-of-contact office (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

PpRequired-liphanumeric, 4 positions

Type the personnel office number for the enrollee’s employing, personnel, or
point-of-contact office.

phote: Although the system allows for a blank field, this fietdst be
completed--

Optional, alphanumeric, 15 positions max.

Type information regarding this record.

Authorized Official

Last Name

First Name

Required, alphanumeric, 25 positions max.

Type the last name of the agency official who is authorized to sign the Form
2810. If the agency official has a title (e.g., Jr, Sr, 1, II, or 1l1), it should be
entered after the last name without punctuation (e.g., Smith Jr or Smith III).

Optional, alphanumeric, 17 positions max.
pType the first name of the agency official who is authorized to sign the Form
2810.

Note: Although the system allows for a blank field, please complete this field if
the data is availablesg
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Initial

Date

Optional, alphanumeric, 1 position
pType the middle initial of the agency official who is authorized to sign the
Form 2810.

Note: Although the system allows for a blank field, please complete this field if
the data is availablesg

Required, alphanumeric, 8 positions

Type the date (MMDDYYYY) the authorized agency official signed the
document.

Contact (Personnel)

Last Name

First Name

Initial

Phone

pEConditional-e@iphanumeric, 25 positions max.

Type the personnel office contact’s last name. If the contact has a title (e.qg., Jr,
Sr, I, 11, or Ill), it should be entered after the last name without punctuation
(e.g., Smith Jr or Smith IlI).

phote: If the Last Name field under Contact (Payroll) is not completed, this
field is required; otherwise, this field is optionadg

pEConditional-e@iphanumeric, 17 positions max.
pif the Last Name field under Contact (Personnel) is completed, type the
personnel office contact’s first name.

Note: Although the system allows for a blank field, please complete this field
the condition applies and the data is availadig.
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pEConditional-e@iphanumeric, 1 position
pif the Last Name field under Contact (Personnel) is completed, type the
personnel office contact’s middle initial.

Note: Although the system allows for a blank field, please complete this field'|
the condition applies and the data is availasig.

pConditional, numeric-7 positions max.

pif the Last Name field under Contact (Personnel) is completed, type the
personnel office contact’s daytime area code and telephone nubobeot type
alpha characters, spaces, dashes, parentheses, pericdq, etc.

phote: Although the system allows for a blank field, this fieldst be
completed if the condition applieas

Contact (Payroll)

Last Name

pEConditional-e@iphanumeric, 25 positions max.

pType the payroll office contact’s last name. If the contact has a title (e.g., Jr,
Sr, I, 11, or Ill), it should be entered after the last name without punctuation
(e.g., Smith Jr or Smith 111Jeg

phote: If the Last Name field under Contact (Personnel) is not completed, this
field is required; otherwise, this field is optionadg
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First Name PConditional~eiphanumeric, 17 positions max.

Initial

Phone

pif the Last Name field under Contact (Payroll) is completed, type the payroll
office contact’s first name.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

pEConditional-e@iphanumeric, 1 position
pif the Last Name field under Contact (Payroll) is completed, type the payroll
office contact’s middle initial.

Note: Although the system allows for a blank field, please complete this field if
the condition applies and the data is availasig.

pEConditional, numeric--7 positions max.

pif the Last Name field under Contact (Payroll) is completed, type the payroll
office contact’s daytime area code and telephone numbemot type alpha
characters, spaces, dashes, parentheses, periodag etc.

phote: Although the system allows for a blank field, this fieldst be
completed if the condition applieas

Form 2810 Search Results Page Field Descriptions

The Form 2810 Search Results paggufe 2:72 ) displays a list of Form 2810 records
resulting from the search criteria entered on the Form 2810 piage: :68 ). For
instructions on using the Form 2810 Search Results pagelasesining 2810 Records _in

Part 2.

Payroll Office ID No entry

This field is system generated. This is the payroll office identification number.
Year No entry

This field is system generated. This is the reconciliation year.
Quarter No entry

This field is system generated. This is the reconciliation quarter.
Enrollee SSN No entry

This field is system generatgsT his is the enrollee’s social security

number (SSN) or pseudo SShig
Last Name No entry

This field is system generated. This is the enrollee’s last name.
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First Name

Release Date

Released By

Status

No entry
This field is system generated. This is the enrollee’s first name.

No entry

This field is system generated. This is the date the record was released for
processing.

No entry

This field is system generated. This is the user identification number of the
individual who released the record for processing.

No entry

This field is system generated. This is the status of the transmission. This field
is populated by one of the following: Processed, Canceled, Released, or Not
Released.

Form 2810 View (Part A) Page Field Descriptions

The Form 2810 View (Part A) pageidure 2:73 ) displays a selected Form 2810 (Part A)
record. For instructions on using the Form 2810 View (Part A) pag&iesérg A 2810
Record in Part 2.

Payroll Office ID

Year

Quarter

Personnel Office ID

Last Name
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No entry
This field is system generated. This is the payroll office identification numbef

No entry

This field is system generated. This is the reconciliation year the 2810 form was
created.

No entry

This field is system generated. This is the reconciliation quarter the 2810 form
was created.

No entry
This field is system generated. This is the personnel office identifier code.

No entry
This field is system generated. This is the enrollee’s last name.
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Initial

Address Line 1

Address Line 2

Address Line 3

City

State

ZIP

Country

SSN
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No entry
This field is system generated. This is the enrollee’s first name.

No entry
This field is system generated. This is the enrollee’s middle initial.

No entry

This field is system generated. This is the first line of the enrollee’s domestic or
foreign street, apartment number, PO box, rural route, etc.

No entry

This field is system generated. This is the second line of the enrollee’s domestic
or foreign street, apartment number, PO box, rural route, etc.

No entry

This field is system generated. This is the third line of the enrollee’s domestic or
foreign street, apartment number, PO box, rural route, etc.

No entry

This field is system generated. This is the name of the enrollee’s domestic or
foreign city.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

No entry

This field is system generated. This is the enrollee’s state, U.S. territory, or
overseas military abbreviation. For a list and descriptions of state, U.S. territory,
and overseas military abbreviations, Seee, U.S. Territory, And Overseas

Military Abbreviations Table _in Part 4.

No entry

This field is system generated. This is the enrollee’s domestic ZIP Code or
foreign postal code.

No entry

This field is system generated. This is the enrollee’s country code. For a list and
descriptions of country codes, Sguntry Codes Table in Part 4.

No entry

This field is system generatgsT his is the enrollee’s social security
number (SSN) or pseudo SShig
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Date of Birth

Enrollment Code

Enrollment ID

Effective Date

Annuity Claim #

Survivor Annuity Claim #

No entry

This field is system generated. This is the enrollee’s date of birth
(MMDDYYYY).

No entry

This field is system generated. This is the enrollment code, which consists of
the plan and option codes.

No entry
This field is system generated. This is the deceased annuitant’s SSN.

No entry

This field is system generated. This is the date (MMDDYYYY) the requested
action goes into effect.

No entry

This field is system generated. This is the civil service annuitant (CSA) num
assigned to the enrollee by OPM.

No entry

This field is system generated. This is the civil service final (CSF) number
assigned to the enrollee by OPM.
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This field is system generatgsi his is the number of the original report (e.g.,
notification to carrier, transmittal number, eteag

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

This field is system generated. This is the date of the most recent change.

This field is system generated. This is the time of the most recent change.

Report # No entry
Last Changed

ID No entry

Date No entry
Time No entry
Released

ID No entry

This field is system generated. This is the user identification number of the
individual who released the record for processing.
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This field is system generated. This is the date the record was released for
processing.

This field is system generated. This is the time the record was released for
processing.

This field is system generated. This is the date the record was processed.

Date No entry
Time No entry
Processed

Date No entry
Time No entry

This field is system generated. This is the time the record was processed.

Form 2810 View (Parts B thru F) Page Field Descriptions

The Form 2810 View (Parts B thru F) paga(re 2:74 ) displays a selected Form 2810
(Parts B thru F) record. For instructions on using the Form 2810 View (Parts B thru F) page,
seeViewing A 2810 Record in Part 2.

Part B - Termination

Part C - Transfer In

Part D - Reinstatement

Part E - Change in Name
of Enrollee

No entry

This field is system generated. A selected radio button indicates the enrollment
is terminated.

No entry

This field is system generated. A selected radio button indicates the enrollment
is being transferred from one payroll office to another.

No entry

This field is system generated. A selected radio button indicates the enrollment
is being reinstated.

No entry

This field is system generated. A selected radio button indicates (1) an

enrollee’s name has changed, (2) the enrollment has changed from the enrollee’s
name to the name of the survivor annuitant, or (3) the enrollment has changed
from the survivor annuitant’s name to the name of another survivor annuitant.
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Last Name

First Name

Initial

Address Line 1

Address Line 2

Address Line 3

City

State

ZIP

No entry

This field is system generated. This is the enrollee’s new last name or the last
name of the new survivor annuitant, as applicable.

No entry

This field is system generated. This is the enrollee’s new first name or the first
name of the new survivor annuitant, as applicable.

No entry

This field is system generated. This is the enrollee’s new middle initial or the
middle initial of the new survivor annuitant, as applicable.

No entry
This field is system generated. This is the first line of the enrollee or survivor
annuitant’s new domestic or foreign street, apartment number, PO box, rural
route, etc., as applicable.

No entry

This field is system generated. This is the second line of the enrollee or sur
annuitant’s new domestic or foreign street, apartment number, PO box, rural
route, etc., as applicable.
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No entry
This field is system generated. This is the third line of the enrollee or survivg
annuitant’s new domestic or foreign street, apartment number, PO box, rural
route, etc., as applicable.

No entry

This field is system generated. This is the new name of the city for the enrollee
or survivor annuitant’s address.

Note: If the address is an overseas military address, this field displays FPO for
fleet post office or APO for army post office in lieu of the city.

No entry

This field is system generated. This is the new state, U.S. territory, or overseas
military abbreviation for the enrollee or survivor annuitant’s address. For a list
and descriptions of state, U.S. territory, and overseas military abbreviations, see
State, U.S. Territory, And Overseas Military Abbreviations Table in Part 4.

No entry

This field is system generated. This is the new ZIP Code or foreign postal code
for the enrollee or survivor annuitant’s address.
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Country No entry
This field is system generated. This is the new country code for the enrollee or

survivor annuitant’s address. For a list and descriptions of country codes, see
Country Codes Table in Part 4.

Date of Birth No entry

This field is system generated. This is the enrollee or survivor annuitant’s date
of birth (MMDDYYYY).

SSN No entry

This field is system generatgsiT his is the enrollee or survivor annuitant’s
social security number (SSN) or pseudo Sadyl.

Sex No entry
The values listed below indicate the following:

M A selected radio button indicates the enrollee or survivor annuitant is male.
F A selected radio button indicates the enrollee or survivor annuitant is female.

Part F- Change in

Enrollment/Survivor

Annuitant No entry
This field is system generated. A selected radio button indicates the survivor
annuitant’s enroliment code has changed.

New Enrollment Code
Number No entry

This field is system generated. This is the new enrollment code for the survivor
annuitant.

Form 2810 View (Parts G and H) Page Field Descriptions

The Form 2810 View (Parts G and H) pagiguyre 2:75 ) displays a selected Form 2810
(Parts G and H) record. For instructions on using the Form 2810 View (Parts G and H) page,
seeViewing A 2810 Record in Part 2.

Remarks No entry

This field is system generated. These are the remarks regarding the creation of
this record.

Date of Death No entry

This field is system generated. This is the enrollee’s date of death
(MMDDYYYY).
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Agency Name

Address Line 1

Address Line 2

Address Line 3

City

State

ZIP

Country

Agency ID

No entry

This field is system generated. This is the name of the employing, personnel, or
point-of-contact office that is responsible for coordinating the enrollee’s FEHB
coverage.

No entry

This field is system generated. This is the first line of the domestic or foreign
street, PO box, rural route, etc., of the employing, personnel, or point-of-contact
office that is responsible for coordinating the enrollee’s FEHB coverage.

No entry

This field is system generated. This is the second line of the domestic or foreign
street, PO box, rural route, etc., of the employing, personnel, or point-of-contact
office that is responsible for coordinating the enrollee’'s FEHB coverage.

No entry

This field is system generated. This is the third line of the domestic or foreign
street, PO box, rural route, etc., of the employing, personnel, or point-of-conjag
office that is responsible for coordinating the enrollee’'s FEHB coverage.

No entry
This field is system generated. This is the name of the domestic or foreign ¢
for the enrollee’s employing, personnel, or point-of-contact office.

Note: If the address is an overseas military address, this field displays FPO
fleet post office or APO for army post office in lieu of the city.
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No entry

This field is system generated. This is the state, U.S. territory, or overseas
military abbreviation for the enrollee’s employing, personnel, or
point-of-contact office. For a list and descriptions of state, U.S. territory, and
overseas military abbreviations, sgete, U.S. Territory, And Overseas Military
Abbreviations Table in Part 4.

No entry

This field is system generated. This is the domestic ZIP Code or foreign postal
code for the enrollee’s employing, personnel, or point-of-contact office.

No entry

This field is system generated. This is the country code for the enrollee’s
employing, personnel, or point-of-contact office. For a list and descriptions of
country codes, seeountry Codes Table in Part 4.

No entry

This field is system generated. This is the agency identification code of the
enrollee’s employing, personnel, or point-of-contact office (example: AG90 for
U.S. Department of Agriculture, Office of the Chief Financial Officer).
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No entry

This field is system generated. This is the personnel office identification number
for the enrollee’s employing, personnel, or point-of-contact office.

No entry
This field is system generated. This is information regarding this record.

Authorized Official

Last Name

First Name

Initial

Date

No entry

This field is system generated. This is the last name of the agency official who
is authorized to sign the Form 2810.

No entry

This field is system generated. This is the first name of the agency official who
is authorized to sign the Form 2810.

No entry

This field is system generated. This is the middle initial of the agency official
who is authorized to sign the Form 2810.

No entry

This field is system generated. This is the date the authorized agency official
signed the document.

Contact (Personnel)

Last Name

First Name

Initial

Phone

No entry
This field is system generated. This is the personnel office contact’s last name.

No entry
This field is system generated. This is the personnel office contact’s first name.

No entry

This field is system generated. This is the personnel office contact’s middle
initial.

No entry

This field is system generated. This is the personnel office contact’s daytime
area code and telephone number.

Contact (Payroll)

Last Name

No entry
This field is system generated. This is the payroll office contact’s last name.
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First Name

Initial

Phone

No entry
This field is system generated. This is the payroll office contact’s first name.

No entry
This field is system generated. This is the payroll office contact’s middle initial.

No entry

This field is system generated. This is the payroll office contact’s daytime area
code and telephone number.

Form 2810 Update (Part A) Page Field Instructions

The Form 2810 Update (Part A) pag&re 2:76 ) is used to update the data on a selected
Form 2810 (Part A) record. For instructions on using the Form 2810 Update (Part A) p3
seeUpdating A 2810 Record _in Part 2. For field instructions, seform 2810 Add (Part A)

Page Field Instructions _in Part 3.

Form 2810
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Update (Parts B thru F) Page Field Instructions

The Form 2810 Update (Parts B thru F) pagigute 2:77 ) is used to update the data on a
selected Form 2810 (Parts B thru F) record. For instructions on using the Form 2810 U
(Parts B thru F) page, se@dating A 2810 Record _in Part 2. For field instructions, seeorm
2810 Add (Parts B thru F) Page Field Instructions __in Part 3.

Form 2810

Update (Parts G and H) Page Field Instructions

The Form 2810 Update (Parts G and H) pa&dgile 2:78 ) is used to update the data on a
selected Form 2810 (Parts G and H) record. For instructions on using the Form 2810 Update
(Parts G and H) page, sepdating A 2810 Record in Part 2. For field instructions, seerm

2810 Add (Parts G and H) Page Field Instructions __in Part 3.
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Transmission Field Descriptions And Instructions

This section presents the following topics:

Transmission Online Entry Page Field Instructions

Transmission Online Entry Add Page Field Instructions

Transmission Online Entries Search Results Page Field Descriptions

Transmission Online Entry View Page Field Descriptions

Transmission Online Entry Enrollees Add Page Field Instructions

Transmission Online Entry Enrollees Search Results Page Field Descriptions

Transmission Online Entry Enrollees View Page Field Descriptions

Transmission Online Entry Enrollees Update Page Field Instructions

Transmission Online Entry Update Page Field Instructions

Transmission Online Entry Page Field Instructions

The Transmission Online Entry padgdg(re 2:80 ) is used to search for transmission online
entry records by payroll office ID, year, etc. For instructions on using the Transmission
Online Entry page, se@@aintaining Online Entry Records _ in Part 2.

Payroll Office ID Optional, alphanumeric, 8 positions
Type the payroll office identification number.

Year Optional, alphanumeric, 4 positions

Type the reconciliation year.

Quarter Optional, alphanumeric, 1 position
Type the reconciliation quarter.

Order By Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the ID sort option. To
choose a sort option, select the radio button next to one of the following values:

ID Sorts search results by payroll office ID.

Year/Quarter Sorts search results by the entered reconciliation year and
reconciliation quarter.

Transmission Online Entry Add Page Field Instructions

The Transmission Online Entry Add padgég(re 2:81) is used to add a transmission online
entry record. For instructions on using the Transmission Online Entry Add pagedsee
An Online Entry Record _in Part 2.
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Payroll Office ID Required
Click the drop-down menu and select the payroll office identification number.

Year Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Quarter Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

As of Date Required
This is the date the data was extracted from the payroll system. Click the first
drop-down menu and select the month; click the second drop-down menu and
select the day; and click the third drop-down menu and select the year.

Processing Code Required

Click the drop-down menu and select the processing code used to process t
file. The following are processing codes: Initial for initial file for the quarter;
Add for add to existing enrollments; and Replace for replace all files and
records that have been previously sent for this quarter.
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Transmission Online Entries Search Results Page Field Descriptions

The Transmission Online Entries Search Results rged 2:82 ) displays a list of

transmission online entry records resulting from the search criteria entered on the
Transmission Online Entry pageidure 2:80 ). The Transmission Online Entries Search

Results page also allows agencies to reuse the enrollment data from a previous quarter for the
online transmission of enroliment data in the current quarter. For instructions on using the
Transmission Online Entries Search Results pagevisesining Online Entry Records _in

Part 2.
Year Optional, alphanumeric, 4 positions
Type the current reconciliation year. This field is completed only when the
enrollment data from a previous quarter is reused for the online transmission of
enrollment data in the current quarter.
Quarter Optional, alphanumeric, 1 position

Type the current reconciliation quarter. This field is completed only when the
enrollment data from a previous quarter is reused for the online transmission of
enrollment data in the current quarter.
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Optional

Select the radio button next to the applicable previous quarter’s enrollment data
record. This field is completed only when the enroliment data from a previous
quarter is reused for the online transmission of enroliment data in the current
quarter.

No entry
This field is system generated. This is the payroll office identification number.

No entry
This field is system generated. This is the reconciliation year.

No entry
This field is system generated. This is the reconciliation quarter.

No entry

This field is system generated. This is the date the transmission was submitted
to CLER.

No entry
This field is system generated. This is the sequential transmission number.

No entry

This field is system generated. This is the processing code. The Initial code
indicates an initial file, the Add code indicates an additional file, and the
Replace code indicates a replacement file.

No entry

This field is system generated. This is the date the transmission was released to
CLER for processing.

No entry

This field is system generated. This is the status of the transmission. This field
is populated by one of the following: Processed, Canceled, Released, or Not
Released.

No entry

This field is system generated. This is the number of records contained in the
transmission.
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Transmission Online Entry View Page Field Descriptions

The Transmission Online Entry View pagrg(re 2:83 ) displays a selected transmission
online entry record. For instructions on using the Transmission Online Entry View page, see
Viewing An Online Entry Record _ in Part 2.

Payroll Office ID

Year

Quarter

As of Date

Processing Code

Submission

Status

No entry
This field is system generated. This is the payroll office identification number.

No entry
This field is system generated. This is the reconciliation year.

No entry
This field is system generated. This is the reconciliation quarter.

No entry

This field is system generated. This is the date (MMDDYYYY) the data was
extracted from the payroll system.

No entry

This field is system generated. This is the processing code. The following a
processing codes: Initial for initial file for the quarter; Add for add to existing
enrollments; and Replace for replace all files and records that have been
previously sent for this quarter.
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No entry

This field is system generated. This is the submission number for the
reconciliation year/quarter.

No entry

This field is system generated. This is the transmission status (R = Released,
C = Cancelled, P = Processed).

Last Changed

Date

No entry

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

No entry
This field is system generated. This is the date of the most recent change.

Transmission Online Entry View Page Field Descriptions 3:139



Title 10, Chapter 1
CLER for Agencies

Time No entry
This field is system generated. This is the time of the most recent change.

Transmission Online Entry Enrollees Add Page Field Instructions

The Transmission Online Entry Enrollees Add pagigute 2:87 ) is used to add enrollee
records for submission to the CLER reconciliation process. For instructions on using the
Transmission Online Entry Enrollees Add page,/sgting An Online Entry Enrollee

Record in Part 2.

Payroll Office ID No entry
This field is system generated. This is the payroll office identification number.

Year No entry
This field is system generated. This is the reconciliation year.

Quarter No entry
This field is system generated. This is the reconciliation quarter.

Agency Required, alphanumeric, 4 positions
Type the agency identification code of the office where the enrollee is employed

(example: AG90 for U.S. Department of Agriculture, Office of the Chief
Financial Officer).

POI Required, alphanumeric, 4 positions
Type the personnel office identifier of the office where the enrollee’s records are
maintained.

Enrollment Code Required, alphanumeric, 3 positions

Type the enroliment code.

SSN Required, alphanumeric, 9 positions

Type the enrollee’s social security number (SSN). If the enrollee does not want
his/her SSN provided to the carrier, a pseudo SSN may be used.

Last Name Required, alphanumeric, 25 positions max.
Type the enrollee’s last name. If the enrollee has a title (e.g., Jr, Sr, I, I, or III),
it should be entered after the last name without punctuation (e.g., Smith Jr or
Smith 11). If there is a case of an enrollee having only one name, that one name
must be entered in this field.
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First Name

Middle Name

Effective Date

Amount

Deceased Annuitant SSN

Pseudo SSN

Other Payroll ID

Other Carrier ID

Submitter Use #1

Submitter Use #2

Submitter Use #3

Required, alphanumeric, 12 positions max.

Type the enrollee’s first name.

Optional, alphanumeric, 12 positions max.

Type the enrollee’s middle name or initial.

Optional

This is the date the requested action goes into effect. To select this date, click
the first drop-down menu and select the month; click the second drop-down
menu and select the day; and click the third drop-down menu and select the
year.

Optional, numeric, 6 positions max.

Type the withholding/premium amount reported for the pay period extraction
date.

Optional, alphanumeric, 9 positions max.
Type the deceased annuitant enrollee’s social security number.

Optional, alphanumeric, 9 positions max.

Type the pseudo social security number used by the agency and carrier to
identify the enrollee.
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Optional, alphanumeric, 15 positions max.

Type the identifier used by the agency to identify the enrollee.

Optional, alphanumeric, 15 positions max.
Type the identifier used by the carrier to identify the enrollee.

Optional, alphanumeric, 20 positions max.
Type remarks regarding the creation of this record.

Optional, alphanumeric, 20 positions max.
Type remarks regarding the creation of this record.

Optional, alphanumeric, 20 positions max.
Type remarks regarding the creation of this record.
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Transmission Online Entry Enrollees Search Results Page Field
Descriptions

Year

Qtr

Enrollee SSN

Last Name

First Name

Code

Agency

POI

The Transmission Online Entry Enrollees Search Results pages=(2:84 ) displays a list of
transmission online entry enrollee records contained within a transmission file. This page is
displayed after thitist] button on the Transmission Online Entries Search Results page
(Figure 2:82) is clicked. For instructions on using the Transmission Online Entry Enrollees
Search Results page, séewing An Online Entry Enrollee Record _in Part 2.

No entry
This field is system generated. This is the payroll office identification number.

No entry
This field is system generated. This is the reconciliation year.

No entry
This field is system generated. This is the reconciliation quarter.

No entry

This field is system generated. This is the enrollee’s social security
number (SSN).

No entry
This field is system generated. This is the enrollee’s last name.

No entry
This field is system generated. This is the enrollee’s first name.

No entry
This field is system generated. This is the carrier enroliment code.

No entry

This field is system generated. This is the agency identification code of the
office where the enrollee is employed (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

No entry

This field is system generated. This is the personnel office identifier of the
office where the enrollee’s records are maintained.
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Transmission Online Entry Enrollees View Page Field Descriptions

The Transmission Online Entry Enrollees View paggue 2:85 ) displays a selected
transmission online entry enrollee record. For instructions on using the Transmission Online
Entry Enrollees View page, s&&wing An Online Entry Enrollee Record _in Part 2.

Payroll Office ID

Year

Quarter

Agency

POI

Enrollment Code

SSN

Last Name

First Name

Middle Name

Effective Date

No entry
This field is system generated. This is the payroll office identification number.

No entry
This field is system generated. This is the reconciliation year.

No entry
This field is system generated. This is the reconciliation quarter.

No entry
This field is system generated. This is the agency identification code of the

office where the enrollee is employed (example: AG90 for U.S. Department
Agriculture, Office of the Chief Financial Officer).

No entry

This field is system generated. This is the personnel office identifier of the
office where the enrollee’s records are maintained.
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No entry
This field is system generated. This is the carrier enroliment code.
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No entry

This field is system generated. This is the enrollee’s social security
number (SSN).

No entry
This field is system generated. This is the enrollee’s last name.

No entry
This field is system generated. This is the enrollee’s first name.

No entry
This field is system generated. This is the enrollee’s middle name or initial.

No entry

This field is system generated. This is the date (MMDDYYYY) the requested
action goes into effect.

Transmission Online Entry Enrollees View Page Field Descriptions 3:143



Amount

Deceased Annuitant SSN

Pseudo SSN

Other Payroll ID

Other Carrier ID
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No entry

This field is system generated. This is the withholding/premium amount
reported for the pay period extraction date.

No entry

This field is system generated. This is the deceased annuitant enrollee’s social
security number.

No entry

This field is system generated. This is the pseudo social security number used
by the agency and carrier to identify the enrollee.

No entry

This field is system generated. This is an identifier used by the agency to
identify the enrollee.

No entry

This field is system generated. This is an identifier used by the carrier to
identify the enrollee.

No entry

This field is system generated. These are remarks regarding the creation of this
record.

No entry

This field is system generated. These are remarks regarding the creation of this
record.

No entry

This field is system generated. These are remarks regarding the creation of this
record.

Last Changed

Date

Time

No entry

This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.

No entry
This field is system generated. This is the date of the most recent change.

No entry
This field is system generated. This is the time of the most recent change.
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Transmission Online Entry Enrollees Update Page Field Instructions

The Transmission Online Entry Enrollees Update pageré 2:86 ) is used to update the

data on a selected transmission online entry enrollee record. For instructions on using the
Transmission Online Entry Enrollees Update pageUseeting An Online Entry Enrollee

Record in Part 2. For field instructions, seBansmission Online Entry Enrollees Add Page

Field Instructions _in Part 3.

Transmission Online Entry Update Page Field Instructions

The Transmission Online Entry Update pagjgute 2:88 ) is used to update the data on a
selected transmission online entry record. For instructions on using the Transmission Online
Entry Update page, sémdating An Online Entry Record _in Part 2. For field instructions,
seeTransmission Online Entry Add Page Field Instructions in Part 3.
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Reports Field Descriptions And Instructions

This section presents the following topics:
pPayroll Discrepancy Listing (Report 1) Page Field Instructions -

pPayroll Discrepancy Listing (Report 1) Field Descriptions -

Discrepancy Summary (Report 2) Page Field Instructions

Discrepancy Summary (Report 2) Field Descriptions

Payroll Office Reconciliation (Report 3) Page Field Instructions

Payroll Office Reconciliation (Report 3) Field Descriptions

Carrier Reconciliation (Report 4) Page Field Instructions

Carrier Reconciliation (Report 4) Field Descriptions

Payroll Office Enrollment Transmission (Report 5) Page Field Instructions

Payroll Office Enrollment Transmission (Report 5) Field Descriptions

Carrier Enrollment Transmission (Report 6) Page Field Instructions

Carrier Enrollment Transmission (Report 6) Field Descriptions

Enrollment Change Summary (Report 7) Page Field Instructions

Enrollment Change Summary (Report 7) Field Descriptions

Carrier Gain/Loss Summary (Report 8) Page Field Instructions

Carrier Gain/Loss Summary (Report 8) Field Descriptions

Reconciliation Reason Summary (Report 9) Page Field Instructions

Reconciliation Reason Summary (Report 9) Field Descriptions

Reconciliation Action Summary (Report 10) Page Field Instructions

Reconciliation Action Summary (Report 10) Field Descriptions

Reconciliation Summary (Report 11) Page Field Instructions

Reconciliation Summary (Report 11) Field Descriptions

pCarrier Discrepancy Listing (Report 12) Page Field Instructions -

pCarrier Discrepancy Listing (Report 12) Field Descriptions -

pPayroll Discrepancy Listing (Report 1) Page Field Instructions

The Payroll Discrepancy Listing pagédure 2:90 ) is used to produce the Payroll

Discrepancy Listing report{gure 2:91 ). This report provides a listing by payroll office
identification number of payroll office and carrier enrollee records that match, as well as
records marked with payroll office warning and discrepancy codes. For instructions on using
the Payroll Discrepancy Listing page, $&®ving Payroll Discrepancy Listing (Report 1) in

Part 2. -y

Note: Entry of at least two optional fields (e.g., Agency, Personnel Office ID, etc.) is required
to produce a report, unless you completeettitre SSN or Other ID field, in which case, no
other entries are needed.
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Payroll Office ID POptional defaulta
pClick the drop-down menu and select your organization’s payroll office
identification number. If no number is selected, this field automatically defaults
to your organization’s payroll office identification numbag

Year Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Quarter Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

Fail Count
To search for enrollee records by a specific fail count number or a range of fail count
numbers, complete the fields as described below.
@)
From Optional, numeric, 3 positions max. I"I_'I
To search for enrollee records by a specific fail count number, type the numl izﬂ
then go to the To field. = g
%]
To search for enrollee records by a range of fail count numbers, type the nuiE
that starts the range, then go to the To field. %3
38
g.
To Optional, numeric, 3 positions max.
To search for enrollee records by a specific fail count number, type the numl
that was typed in the From field.
To search for enrollee records by a range of fail count numbers, type the number
that ends the range.
SSN
To search for a specific enrollee record by social security number (SSN), or to search for a
range of enrollee records by a range of SSNs, complete the fields as described below.
Note: A search for enrollee records bgympleteenrollee SSNs will display the records
without the need to complete another optional data entry field (e.g., Agency, Personnel
Office ID, etc.) on this page.
From Optional, numeric, 9 positions max.
To search for a specific enrollee record by SSN, type the SSN and skip the To
field.

To search for a range of enrollee records by a range of SSNs, type the SSN that
starts the range, then go to the To field.
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Optional, numeric, 9 positions max.

When searching for a range of enrollee records by a range of SSNs, type the
SSN that ends the range; otherwise, leave blank.

Other ID

These fields are used by the Retirement Services Program (RSP) and Office of Workers’
Compensation Programs (OWCP). RSP personnel use these fields to search for enrollee
records by civil service annuitant (CSA) or civil service final (CSF) identifier. OWCP
personnel use these fields to search for enrollee records by claim identifier. To search for
enrollee records using these fields, follow the instructions below.

Note: A search for enrollee records bympleteOther IDs will display the records without
the need to complete another optional data entry field (e.g., Agency, Personnel Office ID,
etc.) on this page.

From

To

Optional, alphanumeric, 15 positions max.

To search for a specific enrollee record by Other ID, type the Other ID and skip
the To field.

To search for a range of enrollee records by a range of Other IDs, type the Other
ID that starts the range, then go to the To field.

Note for RSP: Type the CSA or CSF identifier without the first two characters
(i.e., CS). For example, the CSA identifier is typed as AXXXXXXXX, and the
CSF identifier is typed as FXXXXXXXX.

Optional, alphanumeric, 15 positions max.

When searching for a range of enrollee records by a range of Other IDs, type the
Other ID that ends the range; otherwise, leave blank.

Agency

Personnel Office ID

Carrier

Enrollment Code

Error Code

Optional, alphanumeric, 4 positions

Type the agency identification code (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

Optional, alphanumeric, 4 positions

Type the personnel office identification number.

Optional
Click the drop-down menu and select the carrier code.

Optional
Click the drop-down menu and select the enrollment code.

Optional

Click the drop-down menu and select the error code. For a list and descriptions
of these codes, s@éscrepancy Codes Table in Part 4.
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Warning Code

Optional

Click the drop-down menu and select the warning code. For a list and
descriptions of these codes, $¢@ning Codes Table in Part 4.

Discrepancies

Optional default

This field allows users to display search results by the options listed below. If

no display option is selected, this field automatically defaults to the All option.
To choose a display option, select the radio button next to one of the following
values:

All Displays all records related to the search criteria.

Unreconciled Displays all records with unreconciled discrepancies related
to the search criteria.

Errors Displays all records with errors related to the search criteria.

Warnings Displays all records with warnings related to the search
criteria.

Reconciled Displays all records with reconciled discrepancies related to
the search criteria.

None Displays all records with no discrepancies related to the
search criteria.

Not Validated Displays records related to the search criteria that have not

been validated.

Order By

1st

2nd

suonNaNIISU| puy
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Optional default

This field allows users to sort search results by the options listed below. If n
sort option is selected, this field automatically defaults to the Name option.
choose a sort option, click the drop-down menu and select one of the follow
options to display the selected criteria in first sort search order:

Agency Sorts search results by agency code.

Enrollment Sorts search results by enrollment code.

Code

Fail Count Sorts search results by the number of times a record has
failed the quarterly edit process.

Name Sorts search results by enrollee name.

Pers. Office Sorts search results by personnel office identification number.

ID

SSNO Sorts search results by enrollee social security number.

Other ID Sorts search results by the identifier used by RSP/OWCP to

identify the enrollee.

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the SSNO option. To
choose a sort option, click the drop-down menu and select one of the following
options to display the selected criteria in second sort search order:
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4th
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Agency
Enrollment
Code

Fail Count

Name

Pers. Office
ID

SSNO
Other ID

Optional

Click the drop-down menu and select one of the following options to display

Title 10, Chapter 1
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Sorts search results by agency code.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

the selected criteria in third sort search order:

Agency
Enrollment
Code

Fail Count

Name

Pers. Office
ID

SSNO
Other ID

Optional

Click the drop-down menu and select one of the following options to display

Sorts search results by agency code.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

the selected criteria in fourth sort search order:

Agency
Enrollment
Code

Fail Count

Name

Pers. Office
ID

SSNO
Other ID

Optional

Click the drop-down menu and select one of the following options to display

Sorts search results by agency code.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

the selected criteria in fifth sort search order:
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Agency
Enrollment
Code

Fail Count

Name

Pers. Office
ID

SSNO
Other ID

6th Optional

Sorts search results by agency code.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

Click the drop-down menu and select one of the following options to display
the selected criteria in sixth sort search order:

Agency
Enrollment
Code

Fail Count

Name

Pers. Office
ID

SSNO
Other ID

pCheck box to create
report without totals Optional

Select this check box to omit totals from the repas.

Sorts search results by agency code.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

>
=]
a
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&
=
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7]
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pPayroll Discrepancy Listing (Report 1) Field Descriptions

The Payroll Discrepancy Listing repoFRidure 2:91 ) displays a listing by payroll office
identification number of payroll office and carrier enrollee records that match, as well as
records marked with payroll office warning and discrepancy codes. For instructions on
viewing the Payroll Discrepancy Listing report, s&®ving Payroll Discrepancy Listing

(Report 1) in Part 2 . -y
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Payroll Office

Other ID

SSN

Name

Code

Eff. Date

Whid Amt

Agency

No entry

This field is system generated. This field is used by the Retirement Services
Program (RSP) and the Office of Workers’ Compensation Programs (OWCP).
RSP personnel use this field to reference an enrollee’s civil service annuitant or
civil service final identifier. OWCP personnel use this field to reference an
enrollee’s claim identifier.

Note: The Agency and POl fields are displayed in lieu of this field when a
payroll office identification number other th2d900002 , 24900003 , or
160099XX is entered in the Payroll Office ID field on the Payroll Discrepancy
Listing page.

No entry

This field is system generated. This is the enrollee’s social security number
submitted by the payroll office.

No entry

This field is system generated. This is the enrollee’s name submitted by the
payroll office.

No entry

This field is system generated. This is the enrollment code submitted by the
payroll office.

No entry

This field is system generated. This is the enrolliment effective date
(MM/DD/YYYY) submitted by the payroll office.

No entry

This field is system generated. This is the enrollee’s withholding amount
submitted by the payroll office.

No entry

This field is system generated. This is the agency identification code. This code
consists of the department code and agency code.

Note: The Other ID field is displayed in lieu of this field wh24900002 ,
24900003 , or160099XX is entered in the Payroll Office ID field on the
Payroll Discrepancy Listing page.

3:152  ” payroll Discrepancy Listing (Report 1) Field Descriptions



Title 10, Chapter 1

This field is system generated. This is the personnel office identification

Note: The Other ID field is displayed in lieu of this field wh24900002 ,
24900003 , or 160099XX is entered in the Payroll Office ID field on the
Payroll Discrepancy Listing page.

This field is system generated. This is the enrollee’s name submitted by the

This field is system generated. This is the enrollment code submitted by the

CLER for Agencies

POI No entry
number.

Carrier

Name No entry
carrier.

Code No entry
carrier.

Eff. Date No entry

Discrepancy

Fail Count

Errors

Warnings

This field is system generated. This is the enrolliment effective date
(MM/DD/YYYY) submitted by the carrier.

suonNaNIISU| puy
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No entry

This field is system generated. This is the error or warning code generated |
CLER. For lists and descriptions of error and warning codefis@epancy
Codes Table andWarning Codes Table in Part 4.

No entry

This field is system generated. This is the number of times the initial
discrepancy has been identified and reported.

No entry

This field is system generated. This is the sum of error codes displayed in the
Discrepancy field.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

No entry

This field is system generated. This is the sum of warning codes displayed in
the Discrepancy field.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa
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Total Records No entry

This field is system generated. This is the total number of enrollee records
displayed on the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedw

Discrepancy Summary (Report 2) Page Field Instructions

The Discrepancy Summary pagég(re 2:93) is used to produce the Discrepancy Summary
report Eigure 2:94 ). This report compares the number of enrollee records with discrepancies
occurring in one quarter to those that occurred in any other quarter. For instructions on using
the Discrepancy Summary page, S@sving Discrepancy Summary (Report 2)  in Part 2.

Year

From Optional default
Click the drop-down menu and select the year that begins the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.

To Optional default
Click the drop-down menu and select the year that ends the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.

Quarter

From Optional default
Click the drop-down menu and select the quarter that begins the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

To Optional default
Click the drop-down menu and select the quarter that ends the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

Payroll Office ID Required
Click the drop-down menu and select the payroll identification number.

Carrier Optional

Click the drop-down menu and select the carrier code.
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Enrollment Code Optional
Click the drop-down menu and select the enrollment code.

Fail Count

To search for enrollee records by a specific fail count number or a range of fail count
numbers, complete the fields as described below.

From Optional, numeric, 3 positions max.
To search for enrollee records by a specific fail count number, type the number,
then go to the To field.

To search for enrollee records by a range of fail count numbers, type the number
that starts the range, then go to the To field.

To Optional, numeric, 3 positions max.
To search for enrollee records by a specific fail count number, type the number
that was typed in the From field.

To search for enrollee records by a range of fail count numbers, type the number
that ends the range.

Discrepancy Summary (Report 2) Field Descriptions

The Discrepancy Summary repafigure 2:94 ) compares the number of enrollee records
with discrepancies occurring in one quarter to those that occurred in any other quarter.
instructions on viewing the Discrepancy Summary reporty&eeng Discrepancy

Summary (Report 2) in Part 2.
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Payroll Office No entry
This field is system generated. This is the payroll office identification number.

Year/Quarter

From No entry
This field is system generated. This is the reconciliation year/quarter that begins
the range of reconciliation years/quarters.

To No entry
This field is system generated. This is the reconciliation year/quarter that ends
the range of reconciliation years/quarters.

Change

Actual No entry

This field is system generated. This number indicates the actual changes in
values between prior and current reconciliation years/quarters.
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Percent No entry

This field is system generated. This is the percent changes in values between
prior and current reconciliation years/quarters.

Total Enrollee Records No entry

This field is system generated. This is the total number of enrollee records that
meet the search criteria entered on the Discrepancy Summary page.

Total Matches Found No entry

This field is system generated. This is the total number of matched (no
discrepancies) enrollee records.

Total Discrepancies
Found No entry

This field is system generated. This is the total number of enrollee records with
discrepancies.

Total Discrepancies
Reconciled No entry

This field is system generated. This is the total number of reconciled enrollee
records.

Percent Discrepancies
Reconciled No entry

This field is system generated. This is the percentage of enrollee records
reconciled to total discrepancies.

Payroll Office Reconciliation (Report 3) Page Field Instructions

The Payroll Office Reconciliation pageidure 2:95 ) is used to produce the Payroll Office
Reconciliation reportdigure 2:96 ). This report lists each enrollee record that has a
discrepancy and whether that discrepancy has been reconciled. For instructions on using the
Payroll Office Reconciliation page, séewing Payroll Office Reconciliation (Report3) in

Part 2.

Note: Entry of at least two optional fields (e.g., Agency, Personnel Office ID, etc.) is required
to produce a report, unless you completeathiire SSN or Other ID field, in which case, no
other entries are needed.

Payroll Office ID Required
Click the drop-down menu and select the payroll office identification number.

3:156  Payroll Office Reconciliation (Report 3) Page Field Instructions



Title 10, Chapter 1
CLER for Agencies

Year Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Quarter Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

Fail Count

To search for enrollee records by a specific fail count number or a range of fail count
numbers, complete the fields as described below.

From Optional, numeric, 3 positions max.
To search for enrollee records by a specific fail count number, type the number,
then go to the To field.

To search for enrollee records by a range of fail count numbers, type the number
that starts the range, then go to the To field.

To Optional, numeric, 3 positions max.
To search for enrollee records by a specific fail count number, type the num
that was typed in the From field.

To search for enrollee records by a range of fail count numbers, type the nu
that ends the range.

SuonoN.isuUl puy/
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Reconciliation Date

From Optional
This is the date that begins the range of reconciliation dates. To select this dat€,
click the first drop-down menu and select the month; click the second
drop-down menu and select the day; and click the third drop-down menu and
select the year.

To Optional
This is the date that ends the range of reconciliation dates. To select this date,
click the first drop-down menu and select the month; click the second
drop-down menu and select the day; and click the third drop-down menu and
select the year.

SSN

To search for a specific enrollee record by social security number (SSN), or to search for a
range of enrollee records by a range of SSNs, complete the fields as described below.

Note: A search for enrollee records bgympleteenrollee SSNs will display the records
without the need to complete another optional data entry field (e.g., Agency, Personnel
Office ID, etc.) on this page.
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From Optional, numeric, 9 positions max.
To search for a specific enrollee record by SSN, type the SSN and skip the To
field.

To search for a range of enrollee records by a range of SSNs, type the SSN that
starts the range, then go to the To field.

To Optional, numeric, 9 positions max.

When searching for a range of enrollee records by a range of SSNs, type the
SSN that ends the range; otherwise, leave blank.

Agency Optional, alphanumeric, 4 positions

Type the agency identification code (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

Personnel Office ID Optional, alphanumeric, 4 positions
Type the personnel office identification number.

Carrier Optional
Click the drop-down menu and select the carrier code.

Enrollment Code Optional
Click the drop-down menu and select the enrollment code.

User ID Optional, alphanumeric, 8 positions max.

Type the user identification number of the person creating the report.

Other ID

These fields are used by the Retirement Services Program (RSP) and Office of Workers’
Compensation Programs (OWCP). RSP personnel use these fields to search for enrollee
records by civil service annuitant (CSA) or civil service final (CSF) identifier. OWCP
personnel use these fields to search for enrollee records by claim identifier. To search for
enrollee records using these fields, follow the instructions below.

Note: A search for enrollee records bympleteOther IDs will display the records without
the need to complete another optional data entry field (e.g., Agency, Personnel Office ID,
etc.) on this page.
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From Optional, alphanumeric, 15 positions max.
To search for a specific enrollee record by Other ID, type the Other ID and skip
the To field.
To search for a range of enrollee records by a range of Other IDs, type the Other
ID that starts the range, then go to the To field.
Note for RSP: Type the CSA or CSF identifier without the first two characters
(i.e., CS). For example, the CSA identifier is typed as AXXXXXXXX, and the
CSF identifier is typed as FXXXXXXXX.
To Optional, alphanumeric, 15 positions max.
When searching for a range of enrollee records by a range of Other IDs, type the
Other ID that ends the range; otherwise, leave blank.
Order By
1st Optional default
This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Name option. T
choose a sort option, click the drop-down menu and select one of the follow
options to display the selected criteria in first sort search order: o
2
>3
Agency Sorts search results by agency code. 2 ;I_;I.
Carrier Sorts search results by carrier code. E o
=lv)
Enrollment Sorts search results by enrollment code. 5. ]
Code S %
Fail Count Sorts search results by the number of times a record has =
failed the quarterly edit process. =
Name Sorts search results by enrollee name.
Pers. Office Sorts search results by personnel office identification number.
ID
Reconciliation Sorts search results by reconciliation date.
Date
SSNO Sorts search results by enrollee social security number.
Other ID Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.
User ID Sorts search results by user identification number.
2nd Optional

Click the drop-down menu and select one of the following options to display

the selected criteria in second sort search order:

Agency Sorts search results by agency code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Fail Count Sorts search results by the number of times a record has
failed the quarterly edit process.

Name Sorts search results by enrollee name.
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3rd

4th
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Pers. Office
ID

Reconciliation
Date

SSNO
Other ID

User ID

Optional

Click the drop-down menu and select one of the following options to display
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Sorts search results by personnel office identification number.
Sorts search results by reconciliation date.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

Sorts search results by user identification number.

the selected criteria in third sort search order:

Agency
Carrier

Enrollment
Code

Fail Count

Name

Pers. Office
ID

Reconciliation
Date

SSNO
Other ID

User ID

Optional

Click the drop-down menu and select one of the following options to display

Sorts search results by agency code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by reconciliation date.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

Sorts search results by user identification number.

the selected criteria in fourth sort search order:

Agency
Carrier

Enrollment
Code

Fail Count

Name

Pers. Office
ID

Reconciliation
Date

SSNO
Other ID

User ID

Sorts search results by agency code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by reconciliation date.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

Sorts search results by user identification number.
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5th

6th

pCheck box to create
report without totals

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fifth sort search order:

Agency
Carrier

Enrollment
Code

Fail Count

Name

Pers. Office
ID

Reconciliation
Date

SSNO
Other ID

User ID

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in sixth sort search order:

Agency
Carrier

Enrollment
Code

Fail Count

Name

Pers. Office
ID

Reconciliation
Date

SSNO
Other ID

User ID

Optional

Sorts search results by agency code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by personnel office identification number.

Sorts search results by reconciliation date.
Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

Sorts search results by user identification number.

Sorts search results by agency code.
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Sorts search results by carrier code.
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Sorts search results by enrollment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.

Sorts search results by personnel office identification number.
Sorts search results by reconciliation date.

Sorts search results by enrollee social security number.

Sorts search results by the identifier used by RSP/OWCP to
identify the enrollee.

Sorts search results by user identification number.

Select this check box to omit totals from the repas.
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Payroll Office Reconciliation (Report 3) Field Descriptions

The Payroll Office Reconciliation reporidure 2:96 ) lists each enrollee record that has a
discrepancy and whether that discrepancy has been reconciled. For instructions on viewing
the Payroll Office Reconciliation report, séiewing Payroll Office Reconciliation (Report 3)

in Part 2.

Other ID No entry
This field is system generated. This field is used by the Retirement Services
Program (RSP) and Office of Workers’ Compensation Programs (OWCP). RSP
personnel use this field to reference an enrollee’s civil service annuitant or civil
service final identifier. OWCP personnel use this field to reference an enrollee’s
claim identifier.
Note: The Agency and POl fields are displayed in lieu of this field when a
payroll office identification number other th2d900002 , 24900003 , or
160099XX is entered in the Payroll Office ID field on the Payroll Office
Reconciliation page.

SSN No entry
This field is system generated. This is the enrollee’s social security number.

Name No entry
This field is system generated. This is the enrollee’s name.

Carrier No entry
This field is system generated. This is the carrier identification code.

Agency No entry
This field is system generated. This is the agency identification code. This code
consists of the department code and agency code.
Note: The Other ID field is displayed in lieu of this field wh24900002 ,
24900003 , or160099XX is entered in the Payroll Office ID field on the
Payroll Office Reconciliation page.

POI No entry
This field is system generated. This is the personnel office identification
number.
Note: The Other ID field is displayed in lieu of this field wh24900002 ,
24900003 , or160099XX is entered in the Payroll Office ID field on the
Payroll Office Reconciliation page.

Code No entry

This field is system generated. This is the enrollment code.
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Reconciliation

Reason

Date

User ID

Action

Fail Count

With Errors

Without Errors

Total Records

No entry

This field is system generated. This is the reconciliation reason code. For a list
and descriptions of reconciliation reason codesRseenciliation Reason

Codes Table in Part 4.

No entry
This field is system generated. This is the reconciliation date.

No entry

This field is system generated. This is the user identification number of the
person who entered the reconciliation reason code.

No entry

This field is system generated. This is the reconciliation action code. For a li
and descriptions of reconciliation action codes,E@®@nciliation Action Codes
Table in Part 4.

No entry

This field is system generated. This is the number of times the initial
discrepancy has been identified.

suonNaNIISU| puy
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No entry
This field is system generated. This is the sum of enrollee records with code
displayed in the Reason and Action fields.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

No entry
This field is system generated. This is the sum of enrollee records with no codes
displayed in the Reason and Action fields.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

No entry
This field is system generated. This is the sum of enrollee records displayed on
the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa
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Carrier Reconciliation (Report 4) Page Field Instructions

The Carrier Reconciliation pageidure 2:98 ) is used to produce the Carrier Reconciliation
report Eigure 2:99 ). This report lists each enrollee that has a discrepancy the payroll office
has determined to be a problem with the carrier’s records. For instructions on using the
Carrier Reconciliation page, seewing Carrier Reconciliation (Report 4)  in Part 2.

Note: Entry of at least two optional fields (e.g., Payroll Office ID, Enrollment Code, etc.) is
required to produce a report, unless you completertiee SSN field, in which case, no
other entries are needed.

Carrier ID Required
Click the drop-down menu and select the carrier identification number.

Year Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Quarter Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

Reconciliation Date

From Optional

This is the date that begins the range of reconciliation dates. To select this date,
click the first drop-down menu and select the month; click the second
drop-down menu and select the day; and click the third drop-down menu and
select the year.

To Optional

This is the date that ends the range of reconciliation dates. To select this date,
click the first drop-down menu and select the month; click the second
drop-down menu and select the day; and click the third drop-down menu and
select the year.

SSN

To search for a specific enrollee record by social security number (SSN), or to search for a
range of enrollee records by a range of SSNs, complete the fields as described below.

Note: A search for enrollee records bgympleteenrollee SSNs will display the records

without the need to complete another optional data entry field (e.g., Payroll Office ID,
Enroliment Code, etc.) on this page.
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From

To

Optional, numeric, 9 positions max.
To search for a specific enrollee record by SSN, type the SSN and skip the To
field.

To search for a range of enrollee records by a range of SSNs, type the SSN that
starts the range, then go to the To field.

Optional, numeric, 9 positions max.

When searching for a range of enrollee records by a range of SSNs, type the
SSN that ends the range; otherwise, leave blank.

Payroll Office ID

Enrollment Code

Optional
Click the drop-down menu and select the payroll office identification number.

Optional
Click the drop-down menu and select the enrollment code.

User ID Optional, alphanumeric, 8 positions max.
Type the user identification number of the person creating the report. 0
m
>
am
=)
Order By =
=flv)
. o Q
1st Optional default =5 8
This field allows users to sort search results by the options listed below. If n 3%
sort option is selected, this field automatically defaults to the Name option. 2
choose a sort option, click the drop-down menu and select one of the follow
options to display the selected criteria in first sort search order:
Enrollment Sorts search results by enroliment code.
Code
Name Sorts search results by enrollee name.
SSNO Sorts search results by enrollee social security number.
2nd Optional
Click the drop-down menu and select one of the following options to display
the selected criteria in second sort search order:
Enrollment Sorts search results by enroliment code.
Code
Name Sorts search results by enrollee name.
SSNO Sorts search results by enrollee social security number.
3rd Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:
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Enrollment Sorts search results by enrollment code.
Code
Name Sorts search results by enrollee name.
SSNO Sorts search results by enrollee social security number.
4th Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fourth sort search order:

Enrollment Sorts search results by enroliment code.

Code

Name Sorts search results by enrollee name.

SSNO Sorts search results by enrollee social security number.
5th Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fifth sort search order:

Enrollment Sorts search results by enroliment code.

Code

Name Sorts search results by enrollee name.

SSNO Sorts search results by enrollee social security number.
6th Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in sixth sort search order:

Enrollment Sorts search results by enroliment code.

Code

Name Sorts search results by enrollee name.

SSNO Sorts search results by enrollee social security number.

pCheck box to create
report without totals Optional

Select this check box to omit totals from the repas.

Carrier Reconciliation (Report 4) Field Descriptions

The Carrier Reconciliation repofigure 2:99 ) lists each enrollee that has a discrepancy the
payroll office has determined to be a problem with the carrier’s records. For instructions on
viewing the Carrier Reconciliation report, Séewing Carrier Reconciliation (Report 4) in

Part 2.
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Carrier
SSN No entry
Enrollee No entry

Enrollment Code

Payroll Office Contact

Reason Code

This field is system generated. This is the enrollee’s name.

No entry
This field is system generated. This is the enrollment code.

No entry
This field is system generated. This is the name of the payroll office contact.

No entry

This field is system generated. This is the reconciliation reason code. For a
and descriptions of reconciliation reason codesRseenciliation Reason

Codes Table in Part 4.

Payroll Office Comments

Carrier Comments

Total Records

No entry

This field is system generated. These are comments that were entered on t
Payroll Office Enrollee Reconcile page.
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No entry

This field is system generated. These are comments that were entered on t
Carrier Enrollee Validate page.

No entry
This field is system generated. This is the total number of enrollee records
displayed on the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

Payroll Office Enroliment Transmission (Report 5) Page Field Instructions

The Payroll Office Enrollment Transmission pagigyre 2:100 ) is used to produce the

Payroll Office Enrollment Transmission repdfigire 2:101 ). This report shows the

timeliness of the transmission of quarterly payroll office enroliment data. For instructions on
using the Payroll Office Enrollment Transmission page V&&eng Payroll Office

Enrollment Transmission (Report5) _in Part 2.
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Year

From

To

Optional default

Click the drop-down menu and select the year that begins the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.

Optional default

Click the drop-down menu and select the year that ends the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.

Quarter

From

To

Optional default

Click the drop-down menu and select the quarter that begins the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

Optional default

Click the drop-down menu and select the quarter that ends the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

Payroll Office ID

Optional
Click the drop-down menu and select the payroll office identification number.

Transmissions

Optional default

This field allows users to display search results by the options listed below. If

no display option is selected, this field automatically defaults to the All option.
To choose a display option, select the radio button next to one of the following
values:

Order By

1st

All Displays all records related to the search criteria.

Accepted Displays all accepted records related to the search criteria.

Rejected Displays all rejected records related to the search criteria.

Not Received Displays statistics for all transmissions that were not
received.

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Payroll Office
option. To choose a sort option, click the drop-down menu and select one of the
following options to display the selected criteria in first sort search order:
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Payroll Office
Name
Year/Quarter

Submission
Date

Status

2nd Optional

Sorts search results by payroll office identification number.
Sorts search results by enrollee name.

Sorts search results by reconciliation year and reconciliation
quarter.

Sorts search results by submission date.

Sorts search results by transmission status.

Click the drop-down menu and select one of the following options to display
the selected criteria in second sort search order:

Payroll Office
Name
Year/Quarter

Submission
Date

Status

3rd Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:

Payroll Office
Name
Year/Quarter

Submission
Date

Status

pCheck box to create
report without totals Optional

Sorts search results by payroll office identification number.
Sorts search results by enrollee name.

Sorts search results by reconciliation year and reconciliation
quarter.

Sorts search results by submission date.

Sorts search results by transmission status.
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Sorts search results by payroll office identification number.
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Sorts search results by enrollee name.

Sorts search results by reconciliation year and reconciliation
quarter.

Sorts search results by submission date.

Sorts search results by transmission status.

Select this check box to omit totals from the repas.

Payroll Office Enrollment Transmission (Report 5) Field Descriptions

The Payroll Office Enrollment Transmission rep@itre 2:101 ) shows the timeliness of

the transmission of quarterly payroll office enrollment data. For instructions on viewing the
Payroll Office Enrollment Transmission report, S&&ving Payroll Office Enrollment

Transmission (Report 5) in Part 2.
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Payroll Office

ID No entry
This field is system generated. This is the payroll office identification number.

Name No entry
This field is system generated. This is the name of the payroll office.

Year No entry
This field is system generated. This is the reconciliation year.

Quarter No entry
This field is system generated. This is the reconciliation quarter.

Date Due No entry
This field is system generated. This is the transmission due date
(MMDDYYYY) for the reconciliation quarter.

Submission Date No entry
This field is system generated. This is the date (MMDDYYYY) the payroll
office enrollment data file was submitted for processing.

Status No entry
This field is system generated. This field displays 000 for an accepted
transmission; otherwise, a payroll office system code is displayed. It indicates
the status of a payroll office enroliment data transmission. For a list and
descriptions of payroll office system codes, Begoll Office System Codes
Table in Part 4.

Accepted No entry
This field is system generated. This is the number of transmissions that passed
front-end edits and were accepted for processing.
phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

Rejected No entry

This field is system generated. This is the number of transmissions that did not
pass front-end edits and were rejected.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa
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Not Received No entry
This field is system generated. This is the number of transmissions that were
expected but not received.
phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Total No entry

This field is system generated. This is the sum of transmission records
displayed on the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Carrier Enrollment Transmission (Report 6) Page Field Instructions

The Carrier Enrollment Transmission pagere 2:102 ) is used to produce the Carrier
Enrollment Transmission repoRigure 2:103 ). This report shows the timeliness of the
transmission of quarterly carrier enrollment data. For instructions on using the Carrier
Enrollment Transmission page, séewing Carrier Enrollment Transmission (Report 6) in
Part 2.

Year
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From Optional default
Click the drop-down menu and select the year that begins the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.
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To Optional default
Click the drop-down menu and select the year that ends the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.

Quarter

From Optional default
Click the drop-down menu and select the quarter that begins the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

To Optional default

Click the drop-down menu and select the quarter that ends the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.
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Carrier ID

Optional
Click the drop-down menu and select the carrier identification code.

Transmissions

Optional default

This field allows users to display search results by the options listed below. If

no display option is selected, this field automatically defaults to the All option.
To choose a display option, select the radio button next to one of the following
values:

Order By

1st

2nd

3rd

All Displays all records related to the search criteria.

Accepted Displays all accepted records related to the search criteria.

Rejected Displays all rejected records related to the search criteria.

Not Received Displays statistics for all transmissions that were not
received.

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Carrier ID option.
To choose a sort option, click the drop-down menu and select one of the
following options to display the selected criteria in first sort search order:

Carrier ID Sorts search results by carrier identification number.

Name Sorts search results by enrollee name.

Year/Quarter Sorts search results by reconciliation year and reconciliation
quarter.

Submission Sorts search results by submission date.

Date

Status Sorts search results by transmission status.

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in second sort search order:

Carrier ID Sorts search results by carrier identification number.

Name Sorts search results by enrollee name.

Year/Quarter Sorts search results by reconciliation year and reconciliation
quarter.

Submission Sorts search results by submission date.

Date

Status Sorts search results by transmission status.

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:
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Carrier ID Sorts search results by carrier identification number.

Name Sorts search results by enrollee name.

Year/Quarter Sorts search results by reconciliation year and reconciliation
quarter.

Submission Sorts search results by submission date.

Date

Status Sorts search results by transmission status.

pCheck box to create
report without totals Optional

Select this check box to omit totals from the repas.

Carrier Enrolliment Transmission (Report 6) Field Descriptions

The Carrier Enrollment Transmission rep@itygre 2:103 ) shows the timeliness of the
transmission of quarterly carrier enrollment data. For instructions on viewing the Carrie
Enrollment Transmission report, s¢iewing Carrier Enroliment Transmission (Report6) in

0
Part 2. . %
a2
Carrier ==
£
Carrier No entry S 3
This field is system generated. This is the carrier identification code. a2
Name No entry
This field is system generated. This is the carrier's name.
Year No entry
This field is system generated. This is the reconciliation year.
Quarter No entry
This field is system generated. This is the reconciliation quarter.
Date Due No entry
This field is system generated. This is the transmission due date
(MMDDYYYY) for the reconciliation quarter.
Submission Date No entry

This field is system generated. This is the date (MMDDYYYY) the carrier
enrollment data file was submitted for processing.

Carrier Enrollment Transmission (Report 6) Field Descriptions 3:173



Title 10, Chapter 1
CLER for Agencies

Status No entry

This field is system generated. This field displays 000 for an accepted
transmission; otherwise, a carrier system code is displayed. It indicates the
status of a carrier enrollment data transmission. For a list and descriptions of
carrier system codes, seerrier System Codes Table in Part 4.

Accepted No entry

This field is system generated. This is the number of transmissions that passed
front-end edits and were accepted for processing.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Rejected No entry

This field is system generated. This is the number of transmissions that did not
pass front-end edits and were rejected.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Not Received No entry

This field is system generated. This is the number of transmissions that were
expected but not received.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Total No entry

This field is system generated. This is the sum of transmission records
displayed on the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Enroliment Change Summary (Report 7) Page Field Instructions

The Enrollment Change Summary paggure 2:104 ) is used to produce the Enroliment
Change Summary reporigure 2:105 ). This report displays additions and changes in
enrollment between carriers and enroliment codes when comparing one quarter to any prior
quarter. For instructions on using the Enrollment Change Summary pagé&véeg

Enrollment Change Summary (Report 7) _in Part 2.

Year

From Optional default

Click the drop-down menu and select the year that begins the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.
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To

Optional default

Click the drop-down menu and select the year that ends the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.

Quarter

From

To

Optional default

Click the drop-down menu and select the quarter that begins the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

Optional default

Click the drop-down menu and select the quarter that ends the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

Payroll Office ID Required
Click the drop-down menu and select the payroll office identification number
.
, >
Carrier Optional 2 2
Click the drop-down menu and select the carrier code. =
=flv)
S &
o8
Enrollment Code Optional =t
=
=
n

pCheck box to create
report without totals Optional

Click the drop-down menu and select the enrollment code.

Select this check box to omit totals from the repas.

Enrollment Change Summary (Report 7) Field Descriptions

Carrier

Code

The Enrollment Change Summary rep@it(re 2:105 ) displays the additions and changes
in enrollment between carriers and enroliment codes when comparing one quarter to any
prior quarter. For instructions on viewing the Enrollment Change Summary report, see
Viewing Enrollment Change Summary (Report7) _in Part 2.

No entry
This field is system generated. This is the carrier ID.

No entry
This field is system generated. This is the enrollment code.
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To (Quarter/Year)

Change (#)

Change (%)

Enrollees (New/Add)

Enrollees (Left/Drop)
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No entry

This field is system generated. This is the number of enrollees covered by the
enrollment code displayed in the Code field during the selected quarter and year.

No entry

This field is system generated. This is the number of enrollees covered by the
enrollment code displayed in the Code field during the selected quarter and year.

No entry

This field is system generated. This is the change in the number of enroliment
code changes from the prior quarter to the current quarter.

No entry

This field is system generated. This is the change in percent of enrollment code
changes from the prior quarter to the current quarter.

No entry
This field is system generated. This is the number of new or added enrollees.

No entry
This field is system generated. This is the number of dropped enrollees.

No entry
This field is system generated. This is the total number of records displayed on
the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Carrier Gain/Loss Summary (Report 8) Page Field Instructions

The Carrier Gain/Loss Summary pagere 2:106 ) is used to produce the Carrier
Gain/Loss Summary repoftigure 2:107 ). This report shows the movement of enrollees
between carriers and plans (enroliment codes) when comparing one quarter to any prior
quarter. For instructions on using the Carrier Gain/Loss Summary pagée\giee Carrier
Gain/Loss Summary (Report 8) in Part 2.

Year

From

Optional default

Click the drop-down menu and select the year that begins the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.
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To

Optional default

Click the drop-down menu and select the year that ends the range of
reconciliation years. If no year is selected, this field automatically defaults to
the current reconciliation year.

Quarter

From

To

Optional default

Click the drop-down menu and select the quarter that begins the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

Optional default

Click the drop-down menu and select the quarter that ends the range of
reconciliation quarters. If no quarter is selected, this field automatically defaults
to the current reconciliation quarter.

Carrier

Enrollment Code

Payroll Office ID

pCheck box to create
report without totals

Required
Click the drop-down menu and select the carrier code.

Optional
Click the drop-down menu and select the enrollment code.
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Optional
Click the drop-down menu and select the payroll office identification number
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Optional
Select this check box to omit totals from the repas.

Carrier Gain/Loss Summary (Report 8) Field Descriptions

The Carrier Gain/Loss Summary repdig(re 2:107 ) shows the movement of enrollees
between carriers and plans (enroliment codes) when comparing one quarter to any prior
quarter. For instructions on viewing the Carrier Gain/Loss Summary repoviesee;

Carrier Gain/Loss Summary (Report 8) _in Part 2.

From (Quarter/Year)

Carrier

No entry
This field is system generated. This is the carrier code.
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Code No entry
This field is system generated. This is the enrollment code.
To (Quarter/Year)
Carrier No entry
This field is system generated. This is the carrier code.
Code No entry
This field is system generated. This is the enrollment code.
Enrollment Changes
Added No entry
This field is system generated. This is the number of enroliment changes that
were added.
% No entry
This field is system generated. This is the percent of enrollment changes that
were added.
Dropped No entry

This field is system generated. This is the number of enroliment changes that
were dropped.

% No entry

This field is system generated. This is the percent of enrollment changes that
were dropped.

Total Records No entry

This field is system generated. This is the total number of records displayed on
the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

Reconciliation Reason Summary (Report 9) Page Field Instructions

The Reconciliation Reason Summary paggufe 2:108 ) is used to produce the
Reconciliation Reason Summary rep@itre 2:109 ). This report shows what caused the
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discrepancies that were identified during the reconciliation process for a single quarter. For
instructions on using the Reconciliation Reason Summary pageieg@e) Reconciliation
Reason Summary (Report 9) in Part 2.

Note: Entry of at least two optional fields (e.g., Carrier, Enrollment Code, etc.) is required to
produce a report.

Year

Quarter

Carrier

Enrollment Code

Payroll Office ID

Agency

Personnel Office ID

Reason Code

Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

Optional
Click the drop-down menu and select the carrier code.

Optional
Click the drop-down menu and select the enrollment code.

Optional
Click the drop-down menu and select the payroll office identification number
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Optional, alphanumeric, 4 positions

Type the agency identification code (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

Optional, alphanumeric, 4 positions
Type the personnel office identification number.

Optional

Click the drop-down menu and select the reconciliation reason code. For a list
and descriptions of these codes, Reebnciliation Reason Codes Table _in

Part 4.

Order By

1st

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Carrier option. To
choose a sort option, click the drop-down menu and select one of the following
options to display the selected criteria in first sort search order:
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2nd

3rd

4th

3:180

Agency
Carrier

Enrollment
Code

Payroll Office

Personnel
Office ID

Reason Code

Optional
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Sorts search results by agency code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by payroll office identification number.
Sorts search results by personnel office identification number.

Sorts search results by reconciliation reason code.

Click the drop-down menu and select one of the following options to display
the selected criteria in second sort search order:

Agency
Carrier

Enrollment
Code

Payroll Office

Personnel
Office ID

Reason Code

Optional

Sorts search results by agency code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by payroll office identification number.
Sorts search results by personnel office identification number.

Sorts search results by reconciliation reason code.

Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:

Agency
Carrier

Enrollment
Code

Payroll Office

Personnel
Office ID

Reason Code

Optional

Sorts search results by agency code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by payroll office identification number.
Sorts search results by personnel office identification number.

Sorts search results by reconciliation reason code.

Click the drop-down menu and select one of the following options to display
the selected criteria in fourth sort search order:

Agency
Carrier

Enrollment
Code

Payroll Office

Personnel
Office ID

Reason Code

Sorts search results by agency code.
Sorts search results by carrier code.
Sorts search results by enrollment code.

Sorts search results by payroll office identification number.
Sorts search results by personnel office identification number.

Sorts search results by reconciliation reason code.
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5th

6th

Agency Sorts search results by agency code.
Carrier Sorts search results by carrier code.
Enrollment Sorts search results by enrollment code. 0
Code > o
Payroll Office Sorts search results by payroll office identification number. 2 ;'_;.
Personnel Sorts search results by personnel office identification number. @ g
Office ID = g
Reason Code Sorts search results by reconciliation reason code. S 2
n S
=
?
pCheck box to create
report without totals Optional

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fifth sort search order:

Agency Sorts search results by agency code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Payroll Office Sorts search results by payroll office identification number.
Personnel Sorts search results by personnel office identification number.
Office ID

Reason Code Sorts search results by reconciliation reason code.

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in sixth sort search order:

Select this check box to omit totals from the repas.

Reconciliation Reason Summary (Report 9) Field Descriptions

Payroll Office

Carrier

The Reconciliation Reason Summary repbigure 2:109 ) shows what caused the
discrepancies that were identified during the reconciliation process for a single quarter. For
instructions on viewing the Reconciliation Reason Summary reportieseeag

Reconciliation Reason Summary (Report9) _ in Part 2.

No entry
This field is system generated. This is the payroll office identification number.

No entry
This field is system generated. This is the carrier code.
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Code No entry
This field is system generated. This is the enrollment code.

Agency No entry

This field is system generated. This is the agency identification code. This code
consists of the department code and agency code.

POI No entry
This field is system generated. This is the personnel office identification
number.

Reason No entry

This field is system generated. This is the reconciliation reason code. For a list
and descriptions of reconciliation reason codesRseenciliation Reason
Codes Table in Part 4.

Total No entry

This field is system generated. This is the number of specified reconciliation
reason codes that meet the criteria entered on the Reconciliation Reason
Summary page.

Total Errors No entry

This field is system generated. This is the sum of the numbers displayed in the
Total field.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

Total Records No entry

This field is system generated. This is the total number of records displayed on
the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

Reconciliation Action Summary (Report 10) Page Field Instructions

The Reconciliation Action Summary padeég(re 2:110 ) is used to produce the
Reconciliation Action Summary reporidure 2:111 ). This report displays the action to be
taken to correct the discrepancies identified during the reconciliation process for a single
quarter. For instructions on using the Reconciliation Action Summary pagéeses
Reconciliation Action Summary (Report 10) __in Part 2.
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Note: Entry of at least two optional fields (e.g., Carrier, Enrollment Code, etc.) is required to
produce a report.

Year

Quarter

Carrier

Enrollment Code

Payroll Office ID

Agency

Personnel Office ID

Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

Optional
Click the drop-down menu and select the carrier code.

Optional
Click the the drop-down menu and select the enrollment code.

Optional
Click the drop-down menu and select the payroll office identification number

Optional, alphanumeric, 4 positions

Type the agency identification code (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

>
=]
a
=]
7]
&
=
c
)
=3
o
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7]
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Optional, alphanumeric, 4 positions
Type the personnel office identification number.

Click the drop-down menu and select the reconciliation action code. For a list
and descriptions of these codes, Reeonciliation Action Codes Table _in

Action Code Optional
Part 4.
Order By
1st

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Carrier option. To
choose a sort option, click the drop-down menu and select one of the following
options to display the selected criteria in first sort search order:

Action Code Sorts search results by reconciliation action code.
Agency Sorts search results by agency code.
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Carrier Sorts search results by carrier code.
Enrollment Sorts search results by enrollment code.
Code
Payroll Office Sorts search results by payroll office identification number.
Personnel Sorts search results by personnel office identification number.
Office ID

2nd Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in second sort search order:

Action Code Sorts search results by reconciliation action code.
Agency Sorts search results by agency code.
Carrier Sorts search results by carrier code.
Enrollment Sorts search results by enrollment code.
Code
Payroll Office Sorts search results by payroll office identification number.
Personnel Sorts search results by personnel office identification number.
Office ID
3rd Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:

Action Code Sorts search results by reconciliation action code.
Agency Sorts search results by agency code.
Carrier Sorts search results by carrier code.
Enrollment Sorts search results by enrollment code.
Code
Payroll Office Sorts search results by payroll office identification number.
Personnel Sorts search results by personnel office identification number.
Office ID
4th Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fourth sort search order:

Action Code Sorts search results by reconciliation action code.

Agency Sorts search results by agency code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Payroll Office Sorts search results by payroll office identification number.
Personnel Sorts search results by personnel office identification number.
Office ID
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5th

6th

pCheck box to create
report without totals

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fifth sort search order:

Action Code Sorts search results by reconciliation action code.

Agency Sorts search results by agency code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Payroll Office Sorts search results by payroll office identification number.
Personnel Sorts search results by personnel office identification number.
Office ID

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in sixth sort search order:

Action Code Sorts search results by reconciliation action code.

Agency Sorts search results by agency code.

Carrier Sorts search results by carrier code. Q
m

Enrollment Sorts search results by enrollment code. >

Code e

Payroll Office Sorts search results by payroll office identification number. @ g

Personnel Sorts search results by personnel office identification number. E =

Office ID Ss

n S

=
=
()

Optional

Select this check box to omit totals from the repas.

Reconciliation Action Summary (Report 10) Field Descriptions

The Reconciliation Action Summary repofigure 2:111 ) displays the action to be taken to
correct the discrepancies identified during the reconciliation process for a single quarter. For
instructions on viewing the Reconciliation Action Summary reporty&seéng

Reconciliation Action Summary (Report 10) __in Part 2.

Payroll Office

Carrier

No entry
This field is system generated. This is the payroll office identification number.

No entry
This field is system generated. This is the carrier code.
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Code No entry
This field is system generated. This is the enrollment code.

Agency No entry

This field is system generated. This is the agency identification code. This code
consists of the department code and agency code.

POI No entry
This field is system generated. This is the personnel office identification
number.

Action No entry

This field is system generated. This is the reconciliation action code. For a list
and descriptions of reconciliation action codes,E@®@nciliation Action Codes
Table in Part 4.

Total No entry

This field is system generated. This is the number of specified reconciliation
action codes that meet the criteria entered on the Reconciliation Action
Summary page.

Total Errors No entry

This field is system generated. This is the sum of the numbers displayed in the
Total field.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

Total Records No entry

This field is system generated. This is the total number of records displayed on
the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayedwa

Reconciliation Summary (Report 11) Page Field Instructions

The Reconciliation Summary pagégure 2:112 ) is used to produce the Reconciliation
Summary reportrigure 2:113 ). This report shows the progress that has been made to
reconcile the discrepancies found in a single quarter. For instructions on using the
Reconciliation Summary page, séewing Reconciliation Summary (Report 11) in Part 2.

Note: Entry of at least two optional fields (e.g., Agency, Personnel Office ID, etc.) is required
to produce a report.
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Payroll Office ID

Year

Quarter

Required
Click the drop-down menu and select the payroll office identification number.

Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Optional default

Click the drop-down menu and select the reconciliation quarter. If no quarter is
selected, this field automatically defaults to the current reconciliation quarter.

Reconciliation Date

This is the beginning reconciliation date for the range of reconciliation dates. To
select this date, click the first drop-down menu and select the month; click the
second drop-down menu and select the day; and click the third drop-down menu
and select the year.

This is the ending reconciliation date for the range of reconciliation dates. Ta
select this date, click the first drop-down menu and select the month; click t
second drop-down menu and select the day; and click the third drop-down
and select the year.

SUONANIISU] PUY

From Optional
To Optional
Agency

Personnel Office ID

Carrier

Enrollment Code

suonduosa@ j8l4 Y310

Optional, alphanumeric, 4 positions

Type the agency identification code (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

Optional, alphanumeric, 4 positions

Type the personnel office identification number.

Optional
Click the drop-down menu and select the carrier code.

Optional
Click the drop-down menu and select the enrollment code.

Order By

1st

Optional default

This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Carrier option. To
choose a sort option, click the drop-down menu and select one of the following
options to display the selected criteria in first sort search order:
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4th
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Agency Sorts search results by agency code.
Carrier Sorts search results by carrier code.
Enrollment Sorts search results by enrollment code.
Code
Pers. Office Sorts search results by personnel office identification number.
ID
Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in second sort search order:

Agency Sorts search results by agency code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Pers. Office Sorts search results by personnel office identification number.
ID

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:

Agency Sorts search results by agency code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Pers. Office Sorts search results by personnel office identification number.
ID

Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fourth sort search order:

Agency Sorts search results by agency code.

Carrier Sorts search results by carrier code.

Enrollment Sorts search results by enrollment code.

Code

Pers. Office Sorts search results by personnel office identification number.
ID

Optional

Select this check box to omit totals from the repas.
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Reconciliation Summary (Report 11) Field Descriptions

The Reconciliation Summary repoFidure 2:113 ) shows the progress that has been made to
reconcile the discrepancies found in a single quarter. For instructions on viewing the
Reconciliation Summary report, séewing Reconciliation Summary (Report 11)  in Part 2.

Payroll Office No entry
This field is system generated. This is the payroll office identification number.

Carrier No entry
This field is system generated. This is the carrier code.

Code No entry
This field is system generated. This is the enrollment code.

Agcy No entry
This field is system generated. This is the agency identification code. This c

consists of the department code and agency code. o)
> m
27
POI No entry 5 g
This field is system generated. This is the personnel office identification c9
(@]
number. 28
38
5
Enrollees No entry z

This field is system generated. This is the number of enrollee records that
the criteria entered on the Reconciliation Summary page.

Matches No entry

This field is system generated. This is the number of matching records that meet
the criteria entered on the Reconciliation Summary page.

% No entry

This field is system generated. This is the percentage of matching records to
enrollee records.

Discrepancies

# No entry
This field is system generated. This is the number of discrepancies.

Recon No entry
This field is system generated. This is the number of reconciled discrepancies.
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% No entry

This field is system generated. This is the percentage of reconciled
discrepancies to reported discrepancies.

Unrecon No entry

This field is system generated. This is the number of unreconciled
discrepancies.

Corrective Actions

Validated No entry

This field is system generated. This is the number of
discrepancies/reconciliation actions that were validated by the carrier.

% No entry

This field is system generated. This is the percentage of
discrepancies/reconciliation actions validated to total corrective actions.

Unvalidated No entry

This field is system generated. This is the number of
discrepancies/reconciliation actions that were not validated by the carrier.

Code-T otal No entry

This field is system generated. This is the number of enrollees covered by the
enrollment code displayed in the Code field.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Carrier-T otal No entry

This field is system generated. This is the number of enrollees covered by the
carrier for the criteria entered on the Reconciliation Summary page.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

Grand-T otal No entry

This field is system generated. This is the total number of records displayed on
the report.

phote: If the check box used to omit totals from a report is selected, this field
is not displayed-g

pCarrier Discrepancy Listing (Report 12) Page Field Instructions

The Carrier Discrepancy Listing padgeglire 2:114 ) is used to produce the Carrier
Discrepancy Listing report{gure 2:115 ). This report provides a listing by carrier
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identification code of carrier and payroll office enrollee records that match, as well as records
marked with carrier warning and discrepancy codes. For instructions on using the Carrier
Discrepancy Listing page, s&@wing Carrier Discrepancy Listing (Report 12)  in Part 2.

Note: Entry of at least two optional fields (e.g., Error Code, Warning Code, etc.) is required
to produce a report, unless you completesattiire SSN field, in which case, no other entries
are needed.

Carrier ID Required
Click the drop-down menu and select the carrier identification code.

Year Optional default

Click the drop-down menu and select the reconciliation year. If no year is
selected, this field automatically defaults to the current reconciliation year.

Quarter Optional default

Click the drop-down menu and select the reconciliation quarter. If no quartergi
selected, this field automatically defaults to the current reconciliation quarte

@)
m
>3
Fail Count 2T
2o
To search for enrollee records by a specific fail count number or a range of fail count % 9
numbers, complete the fields as described below. %3
)
From Optional, numeric, 3 positions max. %
To search for enrollee records by a specific fail count number, type the numl
then go to the To field.
To search for enrollee records by a range of fail count numbers, type the number
that starts the range, then go to the To field.
To Optional, numeric, 3 positions max.
To search for enrollee records by a specific fail count number, type the number
that was typed in the From field.
To search for enrollee records by a range of fail count numbers, type the number
that ends the range.
SSN

To search for a specific enrollee record by social security number (SSN), or to search for a
range of enrollee records by a range of SSNs, complete the fields as described below.

Note: A search for enrollee records bgympleteenrollee SSNs will display the records
without the need to complete another optional data entry field (e.g., Payroll Office ID,
Enroliment Code, etc.) on this page.
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Optional, numeric, 9 positions max.

To search for a specific enrollee record by SSN, type the SSN and skip the To
field.

To search for a range of enrollee records by a range of SSNs, type the SSN that
starts the range, then go to the To field.

Optional, numeric, 9 positions max.

When searching for a range of enrollee records by a range of SSNs, type the
SSN that ends the range; otherwise, leave blank.

Payroll Office ID

Enrollment Code

Error Code

Warning Code

Optional default

Click the drop-down menu and select your organization’s payroll identification
number. If no number is selected, this field automatically defaults to your
organization’s payroll office identification number.

Optional
Click the drop-down menu and select the enrollment code.

Optional

Click the drop-down menu and select the error code. For a list and descriptions
of these codes, s@iscrepancy Codes Table in Part 4.

Optional

Click the drop-down menu and select the warning code. For a list and
descriptions of these codes, $¢@ning Codes Table in Part 4.

Discrepancies

Optional default

This field allows users to display search results by the options listed below. If

no display option is selected, this field automatically defaults to the All option.
To choose a display option, select the radio button next to one of the following
values:

All Displays all records related to the search criteria.

Unreconciled Displays all records with unreconciled discrepancies related
to the search criteria.

Errors Displays all records with errors related to the search criteria.

Warnings Displays all records with warnings related to the search
criteria.

Reconciled Displays all records with reconciled discrepancies related to
the search criteria.

None Displays all records with no discrepancies related to the
search criteria.

Not Validated Displays records related to the search criteria that have not

been validated.
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Order By
1st Optional default
This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the Name option. To
choose a sort option, click the drop-down menu and select one of the following
options to display the selected criteria in first sort search order:
Enrollment Sorts search results by enroliment code.
Code
Fail Count Sorts search results by the number of times a record has
failed the quarterly edit process.
Name Sorts search results by enrollee name.
SSNO Sorts search results by enrollee social security number.
Payroll ID Sorts search results by payroll office identification number.
2nd Optional default
This field allows users to sort search results by the options listed below. If no
sort option is selected, this field automatically defaults to the SSNO option.
choose a sort option, click the drop-down menu and select one of the follow
options to display the selected criteria in second sort search order:
.
Enrollment Sorts search results by enroliment code. >
Code = o
Fail Count Sorts search results by the number of times a record has 2 g‘
failed the quarterly edit process. = @
Name Sorts search results by enrollee name. g' @
©
SSNO Sorts search results by enrollee social security number. @ 5
=
Payroll ID Sorts search results by payroll office identification number. 2
3rd Optional
Click the drop-down menu and select one of the following options to display
the selected criteria in third sort search order:
Enrollment Sorts search results by enroliment code.
Code
Fail Count Sorts search results by the number of times a record has
failed the quarterly edit process.
Name Sorts search results by enrollee name.
SSNO Sorts search results by enrollee social security number.
Payroll ID Sorts search results by payroll office identification number.
4th Optional

Click the drop-down menu and select one of the following options to display
the selected criteria in fourth sort search order:

Enrollment Sorts search results by enroliment code.
Code
Fail Count Sorts search results by the number of times a record has

failed the quarterly edit process.
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Name
SSNO
Payroll ID

Optional
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Sorts search results by enrollee name.
Sorts search results by enrollee social security number.
Sorts search results by payroll office identification number.

Click the drop-down menu and select one of the following options to display
the selected criteria in fifth sort search order:

Enrollment
Code

Fail Count

Name
SSNO
Payroll ID

Optional

Sorts search results by enroliment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by enrollee social security number.
Sorts search results by payroll office identification number.

Click the drop-down menu and select one of the following options to display
the selected criteria in sixth sort search order:

Enrollment
Code

Fail Count

Name
SSNO
Payroll ID

Optional

Sorts search results by enroliment code.

Sorts search results by the number of times a record has
failed the quarterly edit process.

Sorts search results by enrollee name.
Sorts search results by enrollee social security number.
Sorts search results by payroll office identification number.

Select this check box to omit totals from the report.

-

pCarrier Discrepancy Listing (Report 12) Field Descriptions

The Carrier Discrepancy Listing repoFidure 2:115 ) displays a listing by carrier

identification code of carrier and payroll office enrollee records that match, as well as records
marked with carrier warning and discrepancy codes. For instructions on viewing the Carrier
Discrepancy Listing report, seewing Carrier Discrepancy Listing (Report 12) in Part 2.

Carrier

SSN

No entry

This field is system generated. This is the enrollee’s social security number
submitted by the carrier.
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This field is system generated. This is the enrollee’s name submitted by the

This field is system generated. This is the enrollment code submitted by the

This field is system generated. This is the enrolliment effective date
(MM/DD/YYYY) submitted by the carrier.

This field is system generated. This is the payroll office identification number.

This field is system generated. This is the enrollee’s name submitted by the
payroll office.
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This field is system generated. This is the enrollment code submitted by the
payroll office.
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Name No entry
carrier.
Code No entry
carrier.
Eff. Date No entry
Payroll Office
Payroll ID No entry
Name No entry
Code No entry
Eff. Date No entry

Discrepancy

Fail Count

Errors

This field is system generated. This is the enroliment effective date
(MM/DD/YYYY) submitted by the payroll office.

No entry
This field is system generated. This is the error or warning code generated by

CLER. For lists and descriptions of error and warning codefis@epancy
Codes Table andwarning Codes Table in Part 4.

No entry

This field is system generated. This is the number of times the initial
discrepancy has been identified and reported.

No entry

This field is system generated. This is the sum of error codes displayed in the
Discrepancy field.

Note: If the check box used to omit totals from a report is selected, this field is
not displayed.
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Warnings No entry

This field is system generated. This is the sum of warning codes displayed in
the Discrepancy field.

Note: If the check box used to omit totals from a report is selected, this field is
not displayed.

Total Records No entry

This field is system generated. This is the total number of enrollee records
displayed on the report.

Note: If the check box used to omit totals from a report is selected, this field is
not displayed.
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Maintenance Field Descriptions And Instructions

This section presents the following topics:

Schedules Page Field Instructions

Schedules Search Results Page Field Descriptions

Schedules View Page Field Descriptions

System Codes Page Field Instructions

System Codes Search Results Page Field Descriptions

System Codes View Page Field Descriptions

Schedules Page Field Instructions

The Schedules pagEeidure 2:117 ) is used to search for schedule records by year. For
instructions on using the Schedules page yv&&eng Schedule Records in Part 2.

Year Required, alphanumeric, 4 positions
Type the reconciliation year.
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Schedules Search Results Page Field Descriptions
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The Schedules Search Results pa&ggie 2:118 ) displays a list of schedule records
resulting from the search criteria entered on the Schedulesmpage £:117 ). For
instructions on using the Schedules Search Results pagges®g Schedule Records _in

Part 2.
Year No entry
This field is system generated. This is the reconciliation year.
Quarter No entry
This field is system generated. This is the reconciliation quarter.
Start Date No entry

This field is system generated. This is the date the input from carriers and
payroll offices is processed.

Submission Reminder
Date No entry

This field is system generated. This is the date the submission reminder is sent.
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Response Reminder
Date
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No entry

This field is system generated. This is the date that CLER accepts no quarterly
enrollment data from carriers or payroll offices.

No entry

This field is system generated. This is the date a reminder regarding the lack of
response to discrepancy reasons and action codes will be sent to carriers.

Schedules View Page Field Descriptions

The Schedules View pageidure 2:119 ) displays a selected schedule record. For instructions
on using the Schedules View page, ge@ing Schedule Records _in Part 2.

Year

Quarter

Start Date

Submission Reminder
Date

Cut Off Date

Response Reminder
Date

Last CL10 Date

No entry
This field is system generated. This is the reconciliation year.

No entry
This field is system generated. This is the reconciliation quarter.

No entry

This field is system generated. This is the date the input from carriers and
payroll offices is processed.

No entry
This field is system generated. This is the date the submission reminder is sent.

No entry

This field is system generated. This is the date that CLER accepts no quarterly
enrollment data from carriers or payroll offices.

No entry

This field is system generated. This is the date a reminder regarding the lack of
response to discrepancy reasons and action codes will be sent to carriers.

No entry

This field is system generated. This is the last date of the initial editing and
processing of the payroll office enrollment file transmission.
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Last CL10 Time

Last CL20 Date

Last CL20 Time

Last CL30 Date

Last CL30 Time

Last CL40 Date

Last CL40 Time

Last CL50 Date

Last CL50 Time

Last CL60 Date

Last CL60 Time

No entry

This field is system generated. This is the last time of the initial editing and
processing of the payroll office enrollment file transmission.

No entry

This field is system generated. This is the last date of the initial editing and
processing of the carrier enrollment file transmission.

No entry

This field is system generated. This is the last time of the initial editing and
processing of the carrier enrollment file transmission.

No entry

This field is system generated. This is the last date the payroll office enrollment
record fields were edited and matched.

No entry

This field is system generated. This is the last time the payroll office enrolim
record fields were edited and matched.

No entry

This field is system generated. This is the last date the carrier enrollment reg
fields were edited and matched.

593 pI8ld4 ¥310

SuGHRINIISU| puy

suondiu:

No entry

This field is system generated. This is the last time the carrier enrollment rec
fields were edited and matched.

No entry
This field is reserved for future use.

No entry
This field is reserved for future use.

No entry

This field is system generated. This is the last date the error statistics record
fields were updated.

No entry

This field is system generated. This is the last time the error statistics record
fields were updated.

Schedules View Page Field Descriptions 3:199
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Last CL70 Date No entry
This field is reserved for future use.

Last CL70 Time No entry
This field is reserved for future use.

Last CL80 Date No entry

This field is system generated. This is the last date the 2809 corrective action
files were processed and transmitted to the OPM Data Hub.

Last CL80 Time No entry

This field is system generated. This is the last time the 2809 corrective action
files were processed and transmitted to the OPM Data Hub.

Last CL90 Date No entry

This field is system generated. This is the last date the 2810 corrective action
files were processed and transmitted to the OPM Data Hub.

Last CL90 Time No entry

This field is system generated. This is the last time the 2810 corrective action
files were processed and transmitted to the OPM Data Hub.

Last Changed
ID No entry
This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.
Date No entry
This field is system generated. This is the date of the most recent change.
Time No entry

This field is system generated. This is the time of the most recent change.

System Codes Page Field Instructions

The System Codes pagdglre 2:120) is used to search for system code records. For
instructions on using the System Codes pagevigeég System Code Records _in Part 2.

3:200  system Codes Page Field Instructions
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Display

Optional default

This field allows users to display search results by the options listed below. If

no display option is selected, this field automatically defaults to the All option.
To choose a display option, select the radio button next to one of the following
values:

All Displays all codes.

Discrepancy Displays all discrepancy codes.

Warning Displays all warning codes.

Reconciliation Displays all reconciliation reason codes.
Reason

Reconciliation Displays all reconciliation action codes.
Action

Corrective Displays all corrective action response codes.
Action

System Displays all system codes.

System Codes Search Results Page Field Descriptions

Code

Affects Payroll

Affects Carrier

Description

The System Codes Search Results pageré 2:121 ) displays a list of system code recordj

resulting from the search criteria entered on the System Codesquage4:120 ). For
instructions on using the System Codes Search Results pagé&véeg System Code
Records in Part 2.

No entry

This field is system generated. This is the code number. For lists and
descriptions of valid codes, SEeER Reference Tables in Part 4.

No entry
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This field is system generated. This field is populated by value Yes or No. The

value of this field indicates whether or not the code affects the payroll office.

No entry

This field is system generated. This field is populated by value Yes or No. The

value of this field indicates whether or not the code affects the carrier.

No entry

This field is system generated. This is descriptive text that corresponds to the

code.

System Codes Search Results Page Field Descriptions 3:201
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System Codes View Page Field Descriptions

The System Codes View padagire 2:122 ) displays a selected system code record. For
instructions on using the System Codes View pageviseég System Code Records in

Part 2.
Code No entry
This field is system generated. This is the code number. For lists and
descriptions of valid codes, SEeER Reference Tables in Part 4.
Affects No entry
This field is system generated. The values listed below indicate the following:
Payroll Office A selected radio button indicates the code affects the payroll
office only.
Carrier A selected radio button indicates the code affects the carrier
only.
Both A selected radio button indicates the code affects the payroll
office and carrier.
Not Applicable A selected radio button indicates the code affects neither the
payroll office nor carrier.
Description No entry
This field is system generated. This is descriptive text regarding the enroliment
record.
Explanation No entry
This field is system generated. This is a detailed explanation of the code.
Last Changed
ID No entry
This field is system generated. This is the user identification number of the
individual who made the most recent change to the record.
Date No entry
This field is system generated. This is the date of the most recent change.
Time No entry

This field is system generated. This is the time of the most recent change.

3:202  system Codes View Page Field Descriptions
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PART 4.

CLER Reference Tables

This part contains the following sections:

Discrepancy Codes Table

Warning Codes Table

Payroll Office System Codes Table

Carrier System Codes Table

Reconciliation Reason Codes Table

Reconciliation Action Codes Table

Carrier Corrective Action Response Codes Table

State, U.S. Territory, And Overseas Military Abbreviations Table

Country Codes Table
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Discrepancy Codes Table

A discrepancy code indicates an error occurred during the edit process. A record that has no
discrepancies is considered reconciled. The table below lists discrepancy codes for CLER.

Code  Description Explanation
101 Invalid Payroll Office ID Number NFC will investigate these and determine which payroll
On Payroll Office Record office is responsible for the record.
102 Invalid Payroll Office ID Number NFC will investigate these and determine which payroll
On Carrier Record office is responsible for the record.
120 Invalid/Missing Enrollment Code The enroliment code is for an invalid plan or option or it is
On Payroll Office Record missing.
121 Invalid/Missing Enrollment Code The enrollment code is for an invalid plan or option or it is
On Carrier Record missing.
140 Missing Enrollee ID Number On  The payroll office record did not contain a value for
Payroll Office Record Enrollee SSN, Alternate SSN, Pseudo SSN, or Other
Payroll Office ID.
141 Missing Enrollee ID Number On  The carrier record did not contain a value for Enrollee
Carrier Record SSN, Alternate SSN, Pseudo SSN, or Other Payroll Office
ID.
142 Missing Last Name On Payroll The payroll office record did not contain the last name of
Office Record the enrollee.
143 Missing Last Name On Carrier ~ The carrier record did not contain the last name of the
Record enrollee.
160 Enrollee On Carrier Record But  The carrier reported this enrollee as being under your
No Payroll Office Record Found payroll office but your office reported no record for this
enrollee.
161 Enrollee On Carrier Record But  The enrollee is reported on your payroll office records and
Reported Under Different Payroll a matching carrier record was found for this enrollee, but
Office the carrier record lists the enrollee under a different payroll
office.
162 Enrollee Reported On Carrier Enrollee is reported on a carrier record under the Carrier ID
Record Under Pay ID, But for the enrollment plan you submitted. However, enrollee
Found In Another Carr. ID record also found on a different Carrier ID.
163 Enrollee On Your Payroll Office  The payroll office lists this enrollee as having coverage, but
Record, But No Carrier Record  there is no corresponding carrier record.
Found
164 Enrollee On Payroll Office And  The enrollee is on a payroll office record and a matching
Carrier Records But Enrollment  carrier record was found. The enroliment codes of the two
Codes Do Not Match records, however, do not match.
165 Enrollee On Multiple Payroll This enrollee was included on more than one payroll office
Office Records - Reported To record. This situation usually happens when the enrollee is
Each Payroll Office transferring jobs from one agency to another. Payroll

offices that report having this enrollee will receive this error
message and should contact the other(s) to resolve this
discrepancy. Also, payroll offices that service more than
one agency may have more than one record for an
employee. These records will be reported to the servicing
payroll office.

4:2 Discrepancy Codes Table
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Code Description Explanation
166 Enrollee On Multiple Carrier This enrollee was included in the files of one or more
Records carriers. Payroll offices specified in the carrier records will
receive this error message and should contact each other
to resolve this situation.
167 Enrollee ID On Payroll Office Same enrollee on the same payroll office record more than

More Than Once once.

Warning Codes Table

A warning code indicates that there is a certain condition that was flagged by CLER during
the reconciliation process that is not considered a discrepancy error. Agencies, at their
discretion, may correct records flagged with these warnings, but the presence of warnings, by
themselves, do not make a record unreconciled. The table below lists warning codes for
CLER.

Code Description Explanation

201 Enrollees Name Does Not For those agencies that have separate fields for the first,
Match middle, and last name: the first and last name fields of the
payroll office’s record will be matched to the carrier’s
record, and, if they are different, there will be a warning.

For those agencies that have one field for the first, middle,
and last name: the last name and first name of the carrier
record will be compared with the equal number of
characters of the last name field of the payroll office record.
If they do not match, then there will be a warning.

202 Withholdings/Contribution The amount of withholdings/contributions does not match
Amount Missing Or Incorrect the standard expected amount or is missing entirely. Some
situations that may result in this warning include:

Enrollee transferred from one payroll office to another
within a single pay period.

Enrollee did not contribute any money that particular pay
period.

Enrollee record shows an adjustment of previously
reported premium amounts.

203 Invalid Submitting Office Submitting office number on payroll office enrollee does
Number not match any payroll office personnel office identifier
contact record.
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Payroll Office System Codes Table

A payroll office system code indicates the status of a payroll office enrollment data
transmission. The following table lists payroll office system codes for CLER.

Warning Codes Table 43
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Code
301

302

303

304

305

306

307

308

309

310

Description
Invalid As-Of Date

The Footer Record Count
And/Or Total Amount Not Equal
To Detail Count

Error Threshold Exceeded

No Footer Record

Invalid Payroll Office ID On
Footer Record

Invalid Payroll Office ID On
Header Record

Invalid Reconciliation Year
And/Or Quarter

Invalid Processing Code

Payroll Office Transmission Has
Been Replaced

Invalid Submission Date

Payroll Office System Codes Table

Title 10, Chapter 1
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Explanation

Invalid Gregorian date in the As-Of-Date field on the
header record. The transmission will be rejected, but the
TRAN_RCPT table will be updated. An R (for replacement)
will need to be in the Processing Code field when the
transmission is resubmitted.

The Record Count and/or Total Amount listed in the
FOOTER record are not equal to the actual count(s)
produced from the program. The transmission will be
rejected, but the TRAN_RCPT table will be updated. An

R (for replacement) will need to be in the Processing Code
field when the transmission is resubmitted.

The number or percentage of errors exceeded the allowed
threshold or NO threshold has been set. The transmission
will be rejected, but the TRAN_RCPT table will be updated.
An R (for replacement) will need to be in the Processing
Code field when the transmission is resubmitted.

The Footer record was left off the transmission. The
transmission will be rejected, but the TRAN_RCPT table
will be updated. An R (for replacement) will need to be in
the Processing Code field when the transmission is
resubmitted.

The Payroll Office ID listed on the Footer record does not
match the Payroll Office ID on the Header. The
transmission will be rejected, but the TRAN_RCPT table
will be updated. An R (for replacement) will need to be in
the Processing Code field when the transmission is
resubmitted.

The Payroll Office ID on the Header record is invalid OR
not active during this time period. The transmission will be
rejected AND no table will be updated. If this is the INITIAL
transmission, the processing code will need to be an | or
space (for Initial transmission) when the transmission is
resubmitted.

The Reconciliation Year and/or Quarter does not match
any record on the Schedule Table. The transmission will be
rejected AND no table will be updated. If this is the INITIAL
transmission, the processing code will need to be an | or
space (for Initial transmission) when the transmission is
resubmitted.

Either the Processing Code was Invalid or used incorrectly
for the type of transmission. The transmission will be
rejected AND no table will be updated. If this is the INITIAL
transmission, the processing code will need to be an | or
space (for Initial transmission) when the transmission is
resubmitted.

The payroll office transmission has been replaced by
another transmission for the applicable year and quarter.

Invalid Gregorian date in the Submission date field on the
header record. The transmission will be rejected, but the
TRAN_RCPT table will be updated. An R (for replacement)
will need to be in the Processing Code field when the
transmission is resubmitted.
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Carrier System Codes Table

A carrier system code indicates the status of a carrier enrollment data transmission. The
following table lists carrier system codes for CLER.

Code
401

402

403

404

405

406

407

408

409

410

Description
Invalid As-Of Date

The Footer Record Count Not
Equal To Detail Count

Error Threshold Exceeded

No Footer Record

Invalid Carrier ID On Footer

Record

Invalid Carrier ID On Header

Record

Invalid Reconciliation Year
And/Or Quarter

Invalid Processing Code

Carrier Transmission Has Been
Replaced

Invalid Submission Date

Explanation

Invalid Gregorian date in the As-Of-Date field on the
header record. The transmission will be rejected, but the
TRAN_RCPT table will be updated. An R (for replacement)
will need to be in the Processing Code field when the
transmission is resubmitted.

The Record Count listed in the FOOTER record is not
equal to the actual count produced from the program. The
transmission will be rejected, but the TRAN_RCPT table
will be updated. An R (for replacement) will need to be in
the Processing Code field when the transmission is
resubmitted.

The number or percentage of errors exceeded the allowed
threshold or NO threshold has been set. The transmission
will be rejected, but the TRAN_RCPT table will be updated.
An R (for replacement) will need to be in the Processing
Code field when the transmission is resubmitted.

The Footer record was left off the transmission. The
transmission will be rejected, but the TRAN_RCPT table
will be updated. An R (for replacement) will need to be in
the Processing Code field when the transmission is
resubmitted.

The Carrier ID listed on the Footer record does not match
the Carrier ID on the Header record. The transmission will
be rejected, but the TRAN_RCPT table will be updated. An
R (for replacement) will need to be in the Processing Code
field when the transmission is resubmitted.

The Carrier ID on the Header record is invalid or not active
during this time period. The transmission will be rejected
AND no table will be updated. If this is the INITIAL
transmission, the processing code will need to be an | or
space (for Initial transmission) when the transmission is
resubmitted.

The Reconciliation Year and/or Quarter does not match
any on the Schedule Table. The transmission will be
rejected AND no table will be updated. If this is the INITIAL
transmission, the processing code will need to be an | or
space (for Initial transmission) when the transmission is
resubmitted.

Either the Processing Code was Invalid or used incorrectly
for the type of transmission. The transmission will be
rejected AND no table will be updated. If this is the INITIAL
transmission, the processing code will need to be an | or
space (for Initial transmission) when the transmission is
resubmitted.
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The carrier transmission has been replaced by another
transmission for the applicable year and quarter.

Invalid Gregorian date in the Submission date field on the
header record. The transmission will be rejected, but the
TRAN_RCPT table will be updated. An R (for replacement)
will need to be in the Processing Code field when the
transmission is resubmitted.
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Reconciliation Reason Codes Table

Reconciliation reason codes are used by agencies to explain the cause of a discrepancy. After
an agency researches a discrepancy, it will enter one of the following codes into CLER to
describe the reason the discrepancy occurred. The table below lists reconciliation reason
codes for CLER.

Code Description Explanation

501 Payroll/Personnel Office Did Not Use this code when the 2809, 2810, or Employee Express
Process 2809 Or 2810 transaction was not received or not processed by the
payroll office. Once the payroll/personnel office has
processed the change, it needs to be transmitted to the
carrier.

502 Payroll/Personnel Office Did Not Use this code when the 2809, 2810, or Employee Express
Process 2809 Or 2810 Correctly transaction was created but was either entered into the
system incorrectly or was not properly processed by the
payroll/personnel office. Once the payroll/personnel office
has processed the change, it needs to be transmitted to
the carrier.

520 Carrier Did Not Process 2809 Or Use this code when the 2809, 2810, or Employee Express
2810 transaction was either not received or not processed by
the carrier. The payroll/personnel office should then use
CLER to create a 2809/2810 transaction that will be sent to
the carrier. The 2809/2810 may be faxed or mailed to the
carrier in lieu of using CLER. The 2809/2810 provided to
the carrier is a reissuance of the initial form.

521 Carrier Did Not Process 2809 Or Use this code when the 2809, 2810, or Employee Express
2810 Correctly transaction was not received or processed correctly by the
carrier. The payroll/personnel office should then use CLER
to create a 2809/2810 transaction that will be sent to the
carrier. The 2809/2810 may be faxed or mailed to the
carrier in lieu of using CLER. The 2809/2810 provided to
the carrier is a reissuance of the initial form.

522 Carrier Enrolled Person Without The enrollee sent his/her information directly to the carrier
Payroll/Personnel Office (bypassing the personnel office). The carrier should never
Authorization enroll an individual unless it receives the information from

an authorized source, i.e., the payroll/personnel office or
Employee Express. In the unlikely event it does happen,
the payroll office should work with the personnel office,
enrollee, and carrier to get proper enroliment paperwork
that it can use to update the payroll office system.

523 Carrier Changed Plan - Enrollee The enrollee requested a plan that is not allowed for the
Out Of Service Area area in which he/she lives and the carrier automatically

switched the enrollee to the correct plan. This should never
happen as the carrier should never make enroliment
changes unless it receives the information from an
authorized source, i.e., the payroll/personnel office or
Employee Express. In the unlikely event it does happen,
the payroll office should work with the personnel office,
enrollee, and carrier to get proper enroliment paperwork
that it can use to update the payroll office system.

4:6 Reconciliation Reason Codes Table
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Code
524

525

526

540

541

542

550

551

552

Description

Carrier Changed Option Without
Payroll/Personnel Office
Authorization

Carrier Rejected SF 2809 -
Enrollee Out Of Service Area

Carrier Terminated Coverage
Due To Death Of Enrollee

Enrollee In Unpaid Status - No
Deductions For Pay Period

Enrollee Separation Not
Submitted Timely

Enrollee Reported Under Two
Payroll Offices - Transfer During
Pay Period

Transfer In Not Processed
Timely By Gaining Payroll Office

Transfer In Not Processed
Timely By OWCP

Retiree Transfer In Not
Processed Timely

Explanation

The enrollee sent his/her information directly to the carrier
(bypassing the personnel office) or the carrier
automatically changed the option when the enrollee got
married or when the last dependent turned 22 years of
age. The carrier should never make enrollment changes
unless it receives the information from an authorized
source, i.e., the payroll/personnel office or Employee
Express. In the unlikely event it does happen, the payroll
office should work with the personnel office, enrollee, and
carrier to get the proper enrollment paperwork that they
can use to update the payroll office system.

The enrollee requested a plan that is not allowed for the
area in which he/she lives so the carrier rejected the
enrollment or enrollment change. The payroll office should
work with the personnel office and enrollee to get the
proper paperwork so that it can update its system and
send the enrollment or enrollment change to the carrier.

This should never happen as the carrier should never
make enrollment changes unless it receives the
information from an authorized source, i.e., the
payroll/personnel office or Employee Express. In the
unlikely event it does happen, the payroll office should
work with the personnel office, enrollee, and carrier to get
proper enrollment paperwork that they can use to update
the payroll office system.

Some payroll offices only send in records for those
enrollees for whom premiums were paid (either by
deductions from enrollee pay or by contribution from the
enrollees agency). If an enrollee did not pay that pay
period but was truly enrolled, then use this code to indicate
why the discrepancy occurred. For this situation, no
change would be required to either the payroll office’s
records or the carrier’s records.

Use this code if the enrollee’s separation paperwork is not
received promptly by the payroll office and is therefore still
reported by the payroll/personnel office (and possibly the
carrier) as being enrolled.

Use this code if two different payroll offices or agencies
report an enrollee because that enrollee was transferring-in
during the reconciliation pay period. For this situation, no
corrective action is required as both payroll
offices/agencies properly reported this enrollee to CLER.

Use this code when the gaining payroll office has not
processed the transfer in for the enrollee’s prior payroll
office. Contact the other payroll office so that it can obtain
the proper paperwork and update its records.

Use this code if the carrier reports an enrollee as belonging
to your payroll office even though that enrollee should be
handled by the Office of Workers Compensation Program
(OWCP).

Use this code if the carrier reports a retiree as still
belonging to the enrollee’s prior payroll office. A transfer in
to correct both records needs to be processed.
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Code
560

570

580

P590

501

Description

Discrepancy Due To Timing

Pseudo SSN Used

Other - See Comments

OPM USE ONLY - Multiple
Accounts with Shared CSA/CSF
number

OPM USE ONLY - Enrollee
Dropped Due to Death/Suspend
Status - PO to investigate

Reconciliation Action Codes Table

Reconciliation action codes are used by agencies to describe which system(s) has to be
updated as part of resolving a discrepancy. After an agency researches a discrepancy, it will

Title 10, Chapter 1
CLER for Agencies

Explanation

This code should be used when the discrepancy is due
solely to the difference in extraction date between the
payroll office and carriers (refer to the Payroll Office
Enrollment File Layout Specifications for more details). For
example, the carriers extract their data on the first of the
month and a payroll office that pays biweekly might extract
data on the fifth. Between the first and fifth of the month,
some enrollees may have dropped or changed coverage
while others may have enrolled for the first time.

Enrollees are not required to provide their SSN to the
carrier so some enrollees provide a fake or pseudo SSN.
This can result in a discrepancy unless the payroll office
system also sends the pseudo SSN to CLER so that
records can be properly matched. Use this code whenever
the discrepancy is due to a pseudo SSN.

Use this code when no other code is suitable. Comments
must be supplied to explain the reconciliation reason.

Civil Service Retirement Claim (CSA/CSF) number shared
by more than one annuitant/survivor.

Enrollment is dropped due to death or because the case is
in suspend status - Payroll office will investigate these and
notify carrier of the termination effective date. -

enter one of the codes listed below in CLER.

Code
601

610

611

612

620

4:8

Description

Payroll/Personnel Office
Correction Required -
Processed Through Payroll
System

Carrier Correction Required -
Submitted By Payroll/Personnel
Office Through CLER

Carrier Correction Required -
Submitted By Payroll/Personnel
Office By Fax

Carrier Correction Required -
Submitted By Payroll/Personnel
Office By Mall

Correction Required By Carrier
And Payroll Office - Processed
Through Payroll System

Reconciliation Action Codes Table

Explanation

Use this code when only the payroll office’s system needs
to be updated. At its discretion, the payroll office may send
the carrier a confirmation of the fact that the payroll office
records were updated.

Use this code when only the carrier’s system needs to be
changed and the carrier was informed of those changes
through the use of CLER’s 2809/2810 online forms.

Use this code when only the carrier system needs to be
changed and the payroll/personnel office informed the
carrier via a fax of the SF-2809 or SF-2810 form.

Use this code when only the carrier system needs to be
changed and the payroll/personnel office informed the
carrier via a copy of the SF-2809 or SF-2810 through the
mail.

Use this code when both the payroll office and the carrier
need to correct their records.



Title 10, Chapter 1
CLER for Agencies

Code
630

640

Description

Action Required By Another
Payroll/Personnel Office

No Action Required

Explanation

Use this code when the enrollee is no longer the
responsibility of your payroll office but has, instead,
transferred to another payroll office.

Use this code when neither the payroll office nor carrier
needs to make changes to their records. For example, this
code would be used in conjunction with reconciliation
reason codes:

540 Enrollee In Unpaid Status - No Deductions for Pay
Period.

542 Enrollee Reported Under Two Payroll Offices -
Transfer During The Pay Period.

560 Discrepancy Due to Timing.

Carrier Corrective Action Response Codes Table

Carrier corrective action response codes are entered into CLER by carriers to record
agreement with and completion of the requested correction specified by the agency office, or
disagreement with the corrective action specified by the agency office. The following table
lists the carrier corrective action response codes for CLER.

Code
701

721

722

723

724

State, U.S. Territory, And Overseas Military Abbreviations Table

The following table lists valid state, U.S. territory, and overseas military abbreviations fq
CLER.

Description

Agree And Correction
Processed Successfully

Disagree - Enrollee Out Of
Servicing Area

Disagree - Last Dependent
Reached Age 22

Disagree - Enrollment
Terminated Due To
Non-Payment of Membership
Fees

Other - See Comments

Abbreviation Description

AA

AE

Explanation

The carrier would enter this code when they agree with the
change requested by the payroll office and have
successfully updated its records.

The carrier is unable to process the requested change
because they do not offer that plan for the area where the
individual lives.

The carrier cannot change the individual to a family option
because the enrollee no longer has dependents under age
22.

The carrier cannot enroll or update enrollment for this
individual because the enrollment has been terminated
due to the non-payment of dues.

Use this code when no other code is suitable. Comments
must be supplied to explain the Corrective Action.
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Armed Forces Americas (except Canada and
United States of America)

Armed Forces Africa, Canada, Europe, and

Middle East

Carrier Corrective Action Response Codes Table 4:9
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Abbreviation Description

AK Alaska

AL Alabama

AP Armed Forces Pacific
AR Arkansas

AS American Samoa
AZ Arizona

CA California

CcO Colorado

CT Connecticut

DC District of Columbia
DE Delaware

FL Florida

FM Federated States of Micronesia
GA Georgia

GU Guam

HI Hawaii

1A lowa

ID Idaho

IL lllinois

IN Indiana

KS Kansas

KY Kentucky

LA Louisiana

MA Massachusetts

MD Maryland

ME Maine

MH Marshall Islands

MI Michigan

MN Minnesota

MO Missouri

MP Northern Mariana Islands
MS Mississippi

MT Montana

NC North Carolina

ND North Dakota

NE Nebraska

NH New Hampshire

NJ New Jersey

NM New Mexico
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Abbreviation Description

NV Nevada
NY New York
OH Ohio
OK Oklahoma
OR Oregon
PA Pennsylvania
PR Puerto Rico
PW Palau
RI Rhode Island
SC South Carolina
SD South Dakota
TN Tennessee
X Texas
uT Utah
VA Virginia
VI Virgin Islands
VT Vermont
WA Washington
Wi Wisconsin
WV West Virginia
Wy Wyoming
Country Codes Table
The following table lists valid country codes for CLER.
(@)
Country Code @
Afghanistan AF g
Albania AL %
Algeria AG §
American Samoa AQ g
Andorra AN &
Angola AO
Anguilla AV
Antarctica AY
Antigua and Barbuda AC
Argentina AR
Armenia AM
Aruba AA

Country Codes Table 4:11



Title 10, Chapter 1
CLER for Agencies

Country Code
Ashmore and Cartier Islands AT
Australia AS
Austria AU
Azerbaijan AJ
Bahamas, The BF
Bahrain BA
Baker Island FQ
Bangladesh BG
Barbados BB
Bassas da India BS
Belarus BO
Belgium BE
Belize BH
Benin BN
Bermuda BD
Bhutan BT
Bolivia BL
Bosnia and Herzegovina BK
Botswana BC
Bouvet Island BV
Brazil BR
British Indian Ocean Territory 10
British Virgin Islands VI
Brunei BX
Bulgaria BU
Burkina Faso uv
Burma BM
Burundi BY
Cambodia CB
Cameroon CM
Canada CA
Cape Verde Ccv
Cayman Islands CcJ
Central African Republic CT
Chad CD
Chile Cl
China CH
Christmas Island KT
Clipperton Island IP
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Country Code

Cocos (Keeling) Islands CK

Colombia CcO

Comoros CN

Congo, Democratic Republic of the CG

Congo, Republic of the CF

Cook Islands Ccw

Coral Sea Islands CR

Costa Rica Cs

Cote d’lvoire \%

Croatia HR

Cuba Cu

Cyprus CcY

Czech Republic EZ

Denmark DA

Djibouti DJ

Dominica DO

Dominican Republic DR

East Timor TT

Ecuador EC

Egypt EG

El Salvador ES

Equatorial Guinea EK

Eritrea ER

Estonia EN

Ethiopia ET

Europa Island EU

Falkland Islands (Islas Malvinas) FA Q

Faroe Islands FO %

Fiji FJ o
(0]

Finland FI g

France FR ®

French Guiana FG g

French Polynesia FP 3

French Southern and Antarctic Lands FS

Gabon GB
Gambia, The GA
Gaza Strip Gz
Georgia GG
Germany GM
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Country Code
Ghana GH
Gibraltar Gl
Glorioso Islands GO
Greece GR
Greenland GL
Grenada GJ
Guadeloupe GP
Guatemala GT
Guernsey GK
Guinea GV
Guinea-Bissau PU
Guyana GY
Haiti HA
Heard Island and McDonald Islands HM
Honduras HO
Hong Kong HK
Howland Island HQ
Hungary HU
Iceland IC
India IN
Indonesia ID
Iran IR
Iraq 1Z
Ireland El
Israel IS
Italy IT
Jamaica IM
Jan Mayen JN
Japan JA
Jarvis Island DQ
Jersey JE
Johnston Atoll JQ
Jordan JO
Juan de Nova Island JuU
Kazakhstan Kz
Kenya KE
Kingman Reef KQ
Kiribati KR
Korea, North KN
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Country Code

Korea, South KS

Kuwait KU

Kyrgyzstan KG

Laos LA

Latvia LG

Lebanon LE

Lesotho LT

Liberia LI

Libya LY

Liechtenstein LS

Lithuania LH

Luxembourg LU

Macau MC

Macedonia, The Republic of MK

Madagascar MA

Malawi MI

Malaysia MY

Maldives MV

Mali ML

Malta MT

Man, Isle of IM

Marshall Islands RM

Martinique MB

Mauritania MR

Mauritius MP

Mayotte MF

Mexico MX Q

Micronesia, Federated States of FM %

Midway Islands MQ g

Moldova MD %
(@]

Monaco MN ®

Mongolia MG g

Montserrat MH 5

Morocco MO

Mozambique Mz

Namibia WA

Nauru NR

Navassa Island BQ

Nepal NP
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Country Code
Netherlands NL
Netherlands Antilles NT
New Caledonia NC
New Zealand NZ
Nicaragua NU
Niger NG
Nigeria NI
Niue NE
Norfolk Island NF
Northern Mariana Islands CQ
Norway NO
Oman MU
Pakistan PK
Palau PS
Palmyra Atoll LQ
Panama PM
Papua New Guinea PP
Paracel Islands PF
Paraguay PA
Peru PE
Philippines RP
Pitcairn Islands PC
Poland PL
Portugal PO
Qatar QA
Reunion RE
Romania RO
Russia RS
Rwanda RW
Saint Helena SH
Saint Kitts and Nevis SC
Saint Lucia ST
Saint Pierre and Miquelon SB
Saint Vincent and the Grenadines VC
Samoa WS
San Marino SM
Sao Tome and Principe TP
Saudi Arabia SA
Senegal SG
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Country Code
Serbia and Montenegro Yl
Seychelles SE
Sierra Leone SL
Singapore SN
Slovakia LO
Slovenia Si
Solomon Islands BP
Somalia SO
South Africa SF
South Georgia and the Islands SX
Spain SP
Spratly Islands PG
Sri Lanka CE
Sudan SuU
Suriname NS
Svalbard SV
Swaziland wz
Sweden SW
Switzerland Sz
Syria SY
Taiwan TW
Tajikistan TI
Tanzania TZ
Thailand TH
Togo TO
Tokelau TL
Tonga TN @)
Trinidad and Tobago TD @
Tromelin Island TE g
Tunisia TS %
Turkey TU E
Turkmenistan TX %
Turks and Caicos Islands TK 5
Tuvalu TV
Uganda uG
Ukraine UP
United Arab Emirates AE
United Kingdom UK
United States us
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Country Code
Uruguay uy
Uzbekistan uz
Vanuatu NH
Vatican City VT
Venezuela VE
Vietnam VM
Wake Island WwWQ
Wallis and Futuna WF
West Bank WE
Western Sahara Wi
Yemen YM
Zambia ZA
Zimbabwe Zl
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PART 5.

Exhibits

This part contains the following sections:
Form SF-2809, Health Benefits Election Form
Form SF-2809-1, Health Benefits Election Form
Form SF-2810. Notice Of Change In Health Benefits Enrollment
Form CLERP, CLER Security Access, Payroll Office/Human Resource Office Personnel
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1. Form SF-2809, Health Benefits Election Form

I':T!ﬁ— Health Benefits Election Form Fomm Aprovet

- Federal Employees Health Benefits Program
T A Procraen For Employees, Former Sp Under the Sp Equity Law, and Individuals
s Complete Parts A and G, and Eligible for Temporary Continuation of Coverage o Type or print firmly
Parts B, C, D, E, and F as ﬂ[’[)hm”le Do not separate the copies. Your employing office will certify the completed form and return your copy to you. o Sign and date in Part

1. Name (last, first, middle initial) 2. Social Security Number 3. Date of birth (mm/dd/yyyy)

4. Your home mailing address (include ZIP code) 5. Sex 6. Are you now married?

—I Male |_| Female Yes I_l No

7. Daytime telephone number (include area code)

1.1 e]ect to enroll in a health beneﬁts plan as shown below (Copy the information req d below from front cover of brochure of the plan you select.)
Name of plan Enrollment
code l | l
2a. Names of family members 2b. ZIP 2c. Date of birth 2d. | 2eRelation- | 2f. Social Security Number
(Tast, first, middle initial) code (mm/dd/yyyy) Sex | ship "code” (see instructions)
3a. Do you, your spouse or any other eligible family members have any group health insurance coverage other Name of policyholder (fast, first, middle initial)
than the FEHB plan in which you are now enrolling or enrolled? |—] No l_ Yes Complete 3b
3b.  Type of insurance I___I Medicare You Your spouse J TRICARE J Other (specify name)
(Including CHAMPUS)
A B A B

1. Present Plan name

2. Present Plan 1. Event code that
enrollment permits change

code — (see Table of
Permissible Changes)

2. Date of event that permits
change (mm/dd/yyyy)

Place an "X" in the box below if you wish to Present Plan

Place an "X"" in the box below if you wish NOT TO ENROLL in the FEHB

Program. CANCEL your enrollment. enrollment
code
I_‘ I elect not to enroll in the Federal Employees Health Benefits Program. __J I elect to cancel my enrollment in the Federal Employees Health Benefits Program. 1 am currently

enrolled under the code shown above.
My s:gnalure in PART G certifies that I have read the information in the instructions on page 4 regarding
My signature in PART G certifies that I have read and understand the information on ion of i and that I und, d that I must meet the 5-year requirement to qualify for

page 4 regarding this election. FEHRB coverage after retirement.

WARNING: Any intentionally false statement in this application or willful misrepresentation relative thereto is a violation of the law punishable by a fine of not more than
$10,000 or imprisonment of not more than 5 years, or both. (18 U.S.C. 1001.)
1. Your signature (do not print) 2. Date (mm/dd/yyyy)

1. Name and address of employing office (mclude ZiP code) 2. Date received in employing office 3. Effective date of action 4. SF 2811 report number
(mm/dd/yyyy) (mm/dd/yyyy)
5. Payroll office number 6. Payroll contact and telephone number (including area code)
( )

7. Personnel contact and telephone number (including area code)

8. Signature of authorized agency official and telephone number (including area code)

( )

Remarks

Office of Personnel Management NSN 7540-01-231-6227 Standard Form 2809
Copy | - OFFICIALPERSONNEL FOLDER Revised July 1999

Previous editions are not usable.
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2. Form SF-2809-1, Health Benefits Election Form

I = :i " [.-] o Ay 308 239
_—tT Health Benefits Election Form
P B Federal Employees Health Benefits Frogram
For Annuitants (other than CSRS/FERS), Compensationers, Former Spouses Under the Spouse Equity Law,
. e Parts A and Fand Parts B, and Individuals Eligible for Temporary Continuation of Coverage . ?p, or print firmly
C. O and E as applicable, Do not separate the copies. Your employing office will certify the completed form and return your copy o you. = Sign and dare tn Part F
[ Part A - Fill in this part. |
1. Name (last, first, middle initial) 2. Social Security Number 3. Date of birth (ma., day, yr.)
4. Your home mailing address {include ZIP code) 5 Sex 6. Are you now married?
j_u,ak I—lFema]_e ——| Yes |_| Mo

7. Daytime telephone aumber (incliding area code)
{ i

[PartB - Fill in this part if you wish to enroll or change your enrollment in the Federal Employees Health Benefits (FEHB) Program. I
1. 1 elect to enroll in a health benefits plan as shown below. (Copy the information requested below from front cover of brochure of the plan vou select. )

MName of plan (you wan? to enroll in) Enrollment
code | ||
2a. Mames of family members 2b. ZIP code 2e. Date of birth 2d. | 2e. Relation- 2f. Social Security Number
{last, firsi, middle initial) {ma., day, yr.) Sex ship “code” (se¢ instruchions)
I R
/
32 Do you, your spouse of any other eligible family members have any group health insurance coverage other than MName of policyholder (last, first, middle imittal)
the FEHE plan in which you are now enrolling or enralled? I_I Mo rl Yes = Complete 3b |
3. Typeofinsuance || Medicwre  You Your spouse || mricare |_] oer tapecity name
[1a[Te [1alle Oecieitop Chespemh
|PartC-FﬂthMaswﬂuFﬂTB,mckaugccmﬂmﬂ Part D - Event I
1. Present Plan name (the plan you are leaving) 2. Present Plan 1. Event code that 2. Datie of event that permits
enrollment its change (see change {ma., day, yr)
Ot — TJnMeqFPtm.rmNt
Changes) I S S
[ Part E - Cancetiation |
Place an "X"" in the box below only if you wish to CANCEL your enrollmeni. Present Plan

My signature in PART F certifies that I have read the information in the instructions on page 4 regarding cancellation of enrollment .

| Part F - Fill in this part |
WARNING: Any intentionally false statement in this application o willful misrepresentation relative thereto is a violation of the law punishable by a fine of not more than
$10,000 or imprisonment of not more than 5 vears, or both. (18 U.5.C. 1001.)

1. Your signanere | do rof prirg) 2. Date {ma., day, yr.)
| Part G - To be completed by agency
1L M e address of ing offi Tade ZIP code 1. Date received in employing office 3. Effective date of action 4. SF 2811 number
arme and a employing office | inc ] oo day 37 ., day, a1} epart
Y S & 4
5. Payroll office pumber 6. Payroll contact and telephone pumber {including area code)
R EEEEEE——————————— ; '

T. Personeel contact and telephone number (including area code )

enrcllment
D I elect 1o cancel my enrollment in the Federal Employees Health Benefits Program. | am currently enrolled under the code shown here —= code

&, Signatare of authorized agency official and telephone number {including area code)
[ 1

Remarks

Office of Personnel Management NN 7540-01-466- 9034 Standard Form 2509-1
Copy | - OFFICIAL PERSONNEL FOLDER uly 1599

2. Form SF-2809-1, Health Benefits Election Form
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3. Form SF-2810, Notice Of Change In Health Benefits Enroliment

e
FEHB!

R

Federal E 1 1 H

e Notice of Change in Health Benefits Enroliment
1. Name (Last, first, middle initial) 2. Date of birth 3. Social security number
4. Home address fincluding ZIP Code) 5. Payroll office number (6. Enrollment code number

7. SF 2811 Report number|8. Date this action becomes
effective

Only the item that is checked below affects your enroliment. Read that item carefully and follow any pertinent instructions.
Keep this form for your records.

Your enroliment terminates on the date in Part A, item 8, above. However, your coverage is extended for 31 days after that date.

Important Notice: You have the right to convert to an individual {(nongroup) contract with the carrier of your plan. You also may have
the right to temporarily continue your group coverage. See Part B - Termination on the back of this form for information
about 31-day extension of coverage, conversion, and temporary continuation of coverage.

If termination is due to death of enrollee enter date of death Date of death {mo, dy, yr}

The new Payroll Office (or Retirement System} shown in Part H Your enrollment has been reinstated effective on the date
below has accepted transfer of this enrollment and will continue in Part A, item 8, above.
it

The name under which this enrollment is carried has been Your enrollment has been changed from family coverage to self
changed to: only. Your plan will send you a new identification card.
Name Date of Birth Your new enroliment code number is shown below.

(Note: This item is completed by Retirement Systems only.)

Address (including ZIP Code) if different from Part A, item 4, above.
New Enrollment Code Number

Note: Instructions for Employing Offices are on the back of Copy 4 of this form.

Name and address of agency (including ZIP Code) Personnel contact and telephone number

Payroll contact and telephone number

Signature of authorized agency official Date
U.S. Office of Personnel Management Copy 1- To Enrollee Previous edition is usable Standard Form 2810
CSRS/FERS Handbook for Personnel and Payroll Offices NSN 7540-01-232-1234 2810-104 Revised June 1995

5:4 3. Form SF-2810, Notice Of Change In Health Benefits Enrollment
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4. Form CLERP, CLER Security Access, Payroll Office/lHuman Resource Office Personnel

Exhibits
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PART 6.

Glossary

Agency ID. The 4-position agency identification code assigned by OPM and used to identify

a Federal agency. The first and second positions of this code indicate the department, and the
third and fourth positions indicate the agency (example: AG90 for U.S. Department of
Agriculture, Office of the Chief Financial Officer).

Carrier. An organization responsible for providing FEHB enrollees with health insurance
coverage.

Carrier (code). The 4-position carrier code assigned by NFC's CLER Operations and
Reconciliation Unit and used to identify a health insurance provider (example: BCBS for
Blue Cross/Blue Shield).

Carrier ID. The 7-position carrier identification code assigned by NFC’s CLER Operations
and Reconciliation Unit and used to identify a carrier. This code consists of the Carrier code
and the carrier’s enrollment data transmission location code (example: BCBS100 for Blue
Cross/Blue Shield).

Country Code. The 2-position code used to identify a country. For a list and descriptions of
country codes, seeountry Codes Table in Part 4.

Enrollment Code. The 3-position code assigned by OPM and used to identify an FEHB
enrollee’s enrollment plan and option.

Fail Count. The number of times an enrollee record failed the quarterly edit process.

FEHB. The Federal Employees Health Benefits (FEHB) insurance program the Federal
Government offers its employees.

»FTP (File Transfer Protocol). The protocol for exchanging files over the Interdet.

»ISAKMP (Internet Security Association and Key Management Protocol) The
definitions and procedures for authenticating communication between two%eers.

» P (Internet Protocol). A protocol that defines how information gets sent between servers
or systems across the Interrft.

»|PSEC (Internet Protocol Security). A protocol that provides security for the
transmission of sensitive information over unprotected networks such as the ifternet.

Password.The password assigned by NFC’s Information System Security Office (ISSO) and
used to access CLER. The user may change this password after he/she initially accesses
CLER.

6:1
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Payroll Office. A Federal organization responsible for coordinating an FEHB enrollee’s
coverage and premium collections.

Payroll Office ID. The 8-position code assigned by OPM and used to identify a payroll
office (example: 12400001 for NFC).

» Peer. A unit of communications hardware or software that is on the same protocol layer of
a network as anothet.

»Peer to PeerCommunication between two network devices that have the same status on
the network<

Personnel Office.A Federal organization authorized to appoint and separate Federal
employees, and to the extent such functions have been delegated, prepare personnel actions,
maintain official personnel records, and administer programs for staff compensation, training
and development, benefits and awards, and employee and labor relations.

Personnel Office ID.The 4-position code assigned by OPM and used to identify a personnel
office (example: 5317 for NFC).

Plan. The 2-position code assigned by OPM and used to identify an enrollee’s enroliment
plan. This code is first two positions of the enroliment code.

POI. The 4-position Personnel Office Identifier (POI) code assigned by OPM and used to
identify a personnel office (example: 5317 for NFC).

Pseudo SSNAn identification number used by an enrollee in lieu of a social security
number.

Survivor Annuitant. A surviving family member of a deceased Federal employee or
annuitant who is entitled to an annuity under a retirement system established for employees.

»TCP/IP (Transmission Control Protocol/Internet Protocol). The suite of
communications protocols used to connect hosts on the Intérnet.

User ID. The user identification code assigned by NFC’s ISSO and used to access CLER.

» VPN (Virtual Private Network). A network that is constructed by using public wires to
privately connect nodes.

»3DES (Triple Data Encryption Standard). A program module of the DES encryption
algorithm that encrypts data three tints.
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you

can use this index to locate the page number.

A

About This Procedurex

Activating Or Inactivating A Payroll Office Contact
Record, 2:11

Activating Or Inactivating A Personnel Office Contact
Record 2:11

Adding A 2809 Record, 2:42

Adding A 2810 Record?:59

Adding A Payroll Office Contact Record:4
Adding A Personnel Office Contact Recp2d6
Adding An Online Entry Enrollee Recqrd:78
Adding An Online Entry Recor®:72

B

Browser Compatibility1:10
Browser Settingsl:11

C

Canceling A 2809 Recoy@:58
Canceling A 2810 Recoy@:70
Canceling An Online Entry Recard:81

Carrier Contacts Page Field InstructipB3t6

Carrier Contacts Search Results Page Field Descriptions
3:48

Carrier Contacts View Page Field DescriptioBi49

Carrier Corrective Action Response Codes Tadil@e

» Carrier Discrepancy Listing (Report 12) Field
Descriptions 3:1944

» Carrier Discrepancy Listing (Report 12) Page Field
Instructions 3:1904

» Carrier Enrollees Page Field Instructip8$564

P Carrier Enrollees Search Results Page Field
Descriptions 3:604

Carrier Enrollees View Page Field Descriptio8$1

Carrier Enrollment Codes Page Field Instructjd44

=
)
)
=
>
Q
>
o
@
X

Carrier Enrollment Codes Search Results Page Field
Descriptions 3:44

Carrier Enrollment Codes View Page Field Description
3:45

Carrier Enrollment Transmission (Report 6) Field
Descriptions 3:173

Carrier Enrollment Transmission (Report 6) Page Field
Instructions 3:171

Carrier Field Descriptions And Instructiqrs39

Carrier Gain/Loss Summary (Report 8) Field
Descriptions 3:177

Carrier Gain/Loss Summary (Report 8) Page Field
Instructions 3:176

Carrier Identifiers Page Field Instructiqrds42

Carrier ldentifiers Search Results Page Field
Descriptions 3:42
Carrier Identifiers View Page Field DescriptioBs43

Carrier Information Page Field Instructior$s39

Carrier Information Search Results Page Field
Descriptions 3:40
Carrier Information View Page Field Descriptip8s41

Carrier Plan Contacts Page Field Instructjdh47

Carrier Plan Contacts Search Results Page Field
Descriptions 3:48
Carrier Plan Contacts View Page Field Descripti@is1

Carrier Reconciliation (Report 4) Field Descriptipns
3:166

Carrier Reconciliation (Report 4) Page Field Instructions
3:164

Carrier System Codes Tab&5
Carrier Transmissions Page Field Instructjdhs3

Carrier Transmissions Search Results Page Field
Descriptions 3:54
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Carrier Transmissions View Page Field Descriptions
3:55

CLER Command Buttond:14

CLER Data Entry1:14

CLER Drop-Down Menu Data Entry Fields:16
CLER Field Descriptions And Instructign3:1
CLER Function Keys1:13

CLER Logon Field Instructions:2

CLER Menu Barl1:14

CLER Online Help1:17

CLER Operating Feature$:13

CLER Pop-up Message$:15

CLER Processing Instruction®:1

CLER Radio Buttonsl:16

CLER Reference Tabled:1

CLER Search Criteria Data Entry Fields15
Country Codes Tablet:11

D

Deleting An Online Entry Enrollee Recor2t77

Discrepancy Codes Tahlé:2

Discrepancy Summary (Report 2) Field Descriptjons
3:155

Discrepancy Summary (Report 2) Page Field
Instructions 3:154

E

Enrollment Change Summary (Report 7) Field
Descriptions3:175

Enrollment Change Summary (Report 7) Page Field
Instructions 3:174

Exhibits 5:1
Exiting CLER, 1:12

F

Form 2809 Add (Part A) Page Field InstructipBs 1
Form 2809 Add (Part B) Page Field InstructioBig4
Form 2809 Add (Part E) Page Field Instructid3t90
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Form 2809 Add (Parts C and D) Page Field Instructions
3:88

Form 2809 Page Field Instructiorss69
Form 2809 Search Results Page Field Descripti#i9d

Form 2809 Update (Part A) Page Field Instructjons
3:114

Form 2809 Update (Part B) Page Field Instructions
3:114

Form 2809 Update (Part E) Page Field Instructions
3:115

Form 2809 Update (Parts C and D) Page Field
Instructions 3:114

Form 2809 View (Part A) Page Field DescriptioB95

Form 2809 View (Part B) Page Field Descriptio8:98

Form 2809 View (Part E) Page Field Descriptio3i411

Form 2809 View (Parts C and D) Page Field
Descriptions 3:109

Form 2810 Add (Part A) Page Field InstructioBs16

Form 2810 Add (Parts B thru F) Page Field Instructions
3:119

Form 2810 Add (Parts G and H) Page Field Instructions
3:122

Form 2810 Page Field Instructiori115

Form 2810 Search Results Page Field Descrigtions
3:126

Form 2810 Update (Part A) Page Field Instructjons
3:135

Form 2810 Update (Parts B thru F) Page Field
Instructions 3:135

Form 2810 Update (Parts G and H) Page Field
Instructions 3:135

Form 2810 View (Part A) Page Field DescriptioB427

Form 2810 View (Parts B thru F) Page Field
Descriptions 3:130

Form 2810 View (Parts G and H) Page Field
Descriptions 3:132

Form CLERP, CLER Security Access, Payroll
Office/Human Resource Office Personreb

Form SF-2809, Health Benefits Election Fo&r?
Form SF-2809-1, Health Benefits Election Fo&8

Form SF-2810, Notice of Change in Health Benefits
Enrollment 5:4

Formatting Enrollment Data Files For Transmission To
CLER, 1:7
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Descriptions 3:1514
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Instructions 3:1464
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